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Subsidiary 2

Benchmark Evaluation - 024FX06

Identification Section

Working Title:

Department:

Division, Branch/Unit:

Reports To:

Levels to D.M.:

Job Description:

MRS:

Job Code:

Organization Chart

(requires login)

Comments on Role

Senior Commodity Tax Auditor

Treasury Board and Finance

Tax and Revenue Administration, Audit

Senior Manager, Commodity Tax Audit

024FX06

See the Minimum Recruitment Standards for Finance

024FX - Finance 4

Evaluation
Knowledge

E+12 230 |

<5

Creativity/Problem Solving

38% 87 |

<5

Responsibility

R1 100 |

<5

TOTAL JOB POINTS

417 |

The Senior Commaodity Tax Auditor takes a lead role in team or individual initiatives, and is seen as a

Tax and Revenue Administration (TRA) Commodity Tax Audit program expert. This position deals

with high risk and complex tax issues. Performs and leads complex tax audit processes for commaodity

programs in accordance with legislation, policies and procedures. Primary tasks include conducting field

audits on returns and claims of high risk, preparing schedules and supporting documentation to confirm

or determine taxes payable or claims to be credited.

Comments on Evaluation

= Knowledge:
Content:
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E+: The position requires accounting knowledge at a professional level acquired through a related
degree, diploma and a professional designation such as CA, CGA, or CMA. Knowledge and skills relate
to the application of financial statement analysis and audit principles, government accounting
requirements, and various provincial and federal tax legislation and policies, to ensure the equitable
treatment of clients within commodity programs. Detailed program knowledge and understanding of the
operating environment are used to prepare, analyze and justify audit reports, letters to clients, and audit
files. The push (+) on the E recognizes the professional knowledge, breadth and depth of accounting
principles and expansive knowledge of commodity programs required when dealing with large Alberta
based fuel and tobacco companies.

Complexity and Diversity:

I: High risk files are tax returns or claims that are politically sensitive and/or precedent setting that result in
exposure or the potential for loss of revenue. The Auditor analyzes/identifies impacts of legislation and develops
the audit plan to address these. The position will recommend policy and procedural changes for improving audit
plans and processes. Audit plans/programs are then developed and used as guidelines by auditors to ensure
compliance with tax programs on all levels of risk files and to amend audit programs as required.

Human Relations Skills:

2: HR skills are used in leading teams/individuals on an ongoing/project basis, training new staff,
communicating findings with clients, participating in problem resolution, client complaints and
investigations, and in representing TRA in meetings with other departments and organizations. Senior
Auditors resolve differences in interpretation of legislation with accounting professionals of
corporations. These positions must be able to handle immediate difficult or confrontational situations, if
they arise.

Creativity/Problem Solving:

38%: Position functions within parameters of provincial and federal legislation, however, considerable
judgment and experience are required at this level to identify which tax, technical or functional principle
to use when handling the most complex audit files. Opportunity for creativity and problem solving
occurs when developing and implementing new methods, procedures, and systems or making
improvements to existing ones. The position conducts analysis and research, and provides
recommendations to policy, procedure, program, and legislation where no precedent exists or as
required.

Responsibility:

Back to top

©2020 Government of Alberta ‘A(b@}’bﬂ\_n

Classification: Public




R1: This position is the program expert and may lead teams on an ongoing/project basis. Primary role is
for the day to day field audits on returns and claims of high risk, creation of schedules and supporting
documentation to confirm or determine taxes payable or claims to be credited on commodity tax
programs. Once this documentation is created the auditor is responsible to prepare audit reports and
finalize information that ensures the client has a clear and comprehensive understanding of the rationale

for reassessment.

Last Reviewed: March, 2010
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Subsidiary 2 Benchmark
Job Description - 024FX06

Identification Section

Working Title:

Department:

Division, Branch/Unit:

Reports To:

Levels to D.M.:

Purpose

(Brief summary of the job, covering the main responsibilities, the framework within which the job has to operate

Senior Commodity Tax Auditor

Treasury Board and Finance

Tax and Revenue Administration, Audit

Senior Manager, Commodity Tax Audit

and the main contribution to the organization.)

The Senior Commodity Tax Auditor deals with the high risk, complex files within the Commaodity Tax Audit stream. The
incumbent, under the direction of a Senior Manager, Commodity Tax Audit, using his or her tax expertise and knowledge of
audit methodology, will take the lead role in conducting field audits on complex files falling under the Fuel Tax Act, Tobacco
Tax Act and the Tourism Levy Act and will conduct reviews involving Alberta commodity tax programs, thereby ensuring and

promoting compliance with the provisions of these Acts. The incumbent will also periodically take responsibility for leading a

team of auditors in pursuing various initiatives.

Responsibilities and Activities

(Each end-result/responsibility shows what the job is accountable for, within what framework and what the added

value is.)

1. Accurate entitlement and assessment

Back to top
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Activities:

Ensures the equitable application of taxing statues to all Alberta commodity taxpayers by ensuring clients are
assessed the proper amounts due or credited as required by the provincial commodity taxing statutes;

Conducts field audits on returns and claims of high risk, schedules and reviews supporting documentation to confirm
or determine taxes payable or claims to be credited. The Senior Auditor may also assist on medium complexity files

when needed. These programs include audits on high risk of non compliance assignments including the following:
Fuel Tax Collectors

Railways

Tax Exempt Fuel User Clear complex files

International Fuel Tax Agreement/International Registration Plan (IFTA/IRP), complex files

Joint Tobacco audits with Alberta Gaming and Liquor Commission (AGLC)

Tobacco Wholesalers

Other audits/projects, as assigned;

Performs allocation audits in respect of Alberta and other provinces; that is, IFTA/IRP, Railway Fuel Audits, Tobacco
Manufacturers to ensure the respective participating provinces receive their fair share of tax revenues from
companies carrying on business nationally and internationally;

Prepares audit reports, letters to clients, and audit files in the proper form for all audits to ensure the client has a clear

and comprehensive understanding of the rationale for reassessment.

2. Analysis and improvements to program condition/performance

Activities:

Assists the Senior Manager, Commodity Tax Audit in the development of audit plans/programs, guidelines for use by
auditors to ensure compliance with tax programs on all levels of risk files and amends audit programs as required;
Analyzes/identifies impact of legislation, policy and procedural changes and makes relevant recommendations for
improvement in audit plans and processes;

Reviews tax issues with other jurisdictions and recommends improvements for implementation to the audit process;
Applies advanced knowledge of tax programs including areas of risk analysis and recommends improvements in the
audit processes;

Prepares recommendations to amend legislation or Tax and Revenue Administration’s (TRA) administrative
practice/policy in those areas that will increase voluntary compliance;

Assists with establishing audit priorities for planning and budgeting;
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Participates in the review and analysis of program data to make enhancements to the programs and methodology in
identifying high risk files, and
Provides technical expertise in research and interpretation requests of the Act administered by Alberta Finance and

Enterprise including assisting in preparation of discussion papers for Managers for highly contentious issues.

3. TRA accountability to government/stakeholders/taxpayers

Activities:

Prepares sufficient working papers and reports to support all assessments and recommendations to be relied upon by
senior management, other taxing jurisdictions and above all the taxpayer/claimant and his/her legal and accounting
advisors;

Promotes compliance which results in a more informed stakeholder community;

Communicates with and educates clients and other areas of TRA on the requirements of the Act, and recommends
changes that should be implemented by clients to ensure compliance with all aspects of the tax programs they are
working with;

Ensures clients are aware of requirements, results and obligations.

Ensures that all correspondence/documentation/rationale for reassessments sent to the taxpayer is clear, concise
and understandable.

Maintains dialogue and positive working relationships with Alberta Auditor General’s staff during annual audit as well
as the Internal Auditor;

Interacts as required, with Canada Revenue Agency and other taxing jurisdictions.

4, More efficient and effective TRA

Activities:

Leads and/or performs all field audits in an efficient and effective manner;

Makes recommendations for system changes or enhancements to the Corporate and Commodity Audit System
(CCAS) and participates in user acceptance testing of system changes as necessary;

Works with other members of TRA to develop and implement new methods, procedures, and systems or make
improvements to the existing ones;

Prepares and presents topics for Audit Technical Sessions and Best Practices Sessions;

Adheres to and promotes the concepts outlined in the Commodity Team Charter for Commodity Tax Audit; and

Back to top

©2020 Government of Alberta ‘A(b@}’bﬂ\_n

Classification: Public




Endeavours to meet performance standards set out in the incumbent’s annual Performance Agreements, which

directly contribute, to the Goals and Strategies set out in TRA’s Annual Business Plans.
5. Accurate data base
Activities:

Recommends revisions to TRA’s registry and processing data, assessments and reassessments as a result of the

audit reviews.
6. Training/Other
Activities:

Identifies and recommends training opportunities for Commodity Tax Audit;
Assists in the training of Auditors in the Commodity Tax Audit programs and audit procedures as required;
Performs as Acting Senior Manager, Commodity Tax Audit, as required,

Travel by vehicle and other means as appropriate are required.

Scope
(Mustrates what internal or external areas the job impacts, and the diversity, complexity, and creativity of the job.)

Apply in depth tax knowledge of Alberta based programs and the Fuel Tax Act, Tobacco Tax Act and the Tourism Levy Act,
related Regulations, Interpretation Bulletins and administrative policies, generally accepted accounting principals and
generally accepted auditing standards, to identify issues that require redress/reassessment and take appropriate action
based on differing and variable situations.

Have the ability to communicate complex tax principles to other government departments who may be relying on that
information such as Alberta Justice or the Alberta Auditor General or to other jurisdictions;

Prepare documentation/working papers/technical research papers that may have to be used in court proceedings or
otherwise in protracted negotiations with the taxpayer/other jurisdictions and their accounting and legal representatives;
participate in those proceedings/negotiations and defend Alberta Finance and Enterprise’s position consistently, clearly and

effectively;
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Make decisions guided by clearly stated audit objectives;

Exercise professional judgment to determine how objectives are accomplished,;

Find solutions within accounting/audit bodies of knowledge and experience;

Lead teams and/or assist on all levels of audit work and projects;

Develop and deliver training programs for new or less experienced staff, as required;

Work in many complex diverse audit programs;

Plan and organize day-to-day workload, adapt work priorities/situations by determining the extent of the audit/review that is
required;

Liaise with diverse stakeholders/persons including taxpayers, claimants and their representatives, other tax jurisdictions,
government staff, enforcement agencies, tax collectors, tax accountants, banks, receivers, trustees in resolving complex tax
issues/reassessments;

Use initiative to resolve complex audit issues, and

Liaise and communicate with other branches in TRA to achieve common goals and objectives.

Knowledge, Skills and Abilities

(Diplomas, degrees and the most important knowledge factors, skills and abilities including knowledge about
practical procedures, specialized techniques, etc.; analytical and conceptual skills and abilities; and skills needed
for direct interaction with others. Specific training if it is an occupational certification/registration required for the

job.)

A professional accounting designation (CA, CMA, CGA);

In-depth knowledge of Fuel Tax Act, Tobacco Tax Act and the Tourism Levy Act, related Regulations, Interpretation
Bulletins and administrative policies and ability to interpret/apply legislation;

In-depth knowledge of generally-accepted auditing standards (GAAS) and generally-accepted accounting principles
(GAAP);

Ability to interpret financial statements, auditor working papers and complex legal agreements to identify issues and
concerns arising out of the clients documentation;

Knowledge of the Alberta Corporate Tax Act;

The ability to communicate effectively and clearly, both orally and in writing, with taxpayers, other Alberta ministries such as

Justice and Energy and, other taxing jurisdictions;
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Knowledge of the data processing concepts and systems used by Revenue Operations and clients ;

Knowledge of risk criteria impacting potential non compliance and the ability to apply predefined procedures;
Knowledge of industry conditions and trends;

Knowledge of tax, interest and penalty calculations;

Good Analytical skills;

Familiarity with the general responsibilities of other tax or business-related agencies, various consumer assistance and
registry services;

Audit knowledge including the methodology to prepare effective working papers and statistical sampling techniques to
provide effective audit coverage;

Problem-solving skills;

Client focus, and

Advanced computer skills e.g. Word, Excel, PowerPoint, Access, Oracle.

Contacts

(Main contacts of this position and the purpose of those contacts.)

Internal: The auditors work closely with the Tax Officers and Tax Assessors in Revenue Operations to address technical
questions and concerns within commodity program acts, regulations and policies. The Senior Commodity Auditors work

closely with less experienced auditors to train and provide guidance.

External: The auditors are required to interact with accounting professionals within various companies required to file taxes
under the Fuel Tax Act, Tobacco Tax Act and the Tourism Levy Act. These will primarily be larger companies with complex

filing requirements.

Supervision Exercised
(List position numbers, class titles, and working titles of positions directly supervised.)

The incumbent will take responsibility, from time to time, for leading a team of auditors in pursuing various initiatives. In

addition, the incumbent may perform the duties of Acting Senior Manager, Commodity Audit, as and when required.

Last Review / Update: 2016-03-11
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Subsidiary 2

Benchmark Evaluation - 024FX05

Identification Section

Working Title:

Department:

Division,
Branch/Unit:

Reports To:

Levels to D.M.:

Job Description:

MRS:

Job Code:

Organization Chart

(requires login)

Senior Tax Officer

Treasury Board and Finance

Tax and Revenue Administration, Revenue
Operations

Senior Manager or Executive Manager 1

024FXO05 (This benchmark describes work that
meets the Modifier criteria.

See the Minimum Recruitment Standards for Finance

024FX - Finance 4

Comments on Role

12

Evaluation
Knowledge

E+12 230 |

<5

Creativity/Problem
Solving

38% 87 |

<5

Responsibility

R1 100 |

<5

TOTAL JOB POINTS

417 |

Takes lead role in team or individual initiatives, and are the TRA program experts. This position deals with high risk tax
issues. Performs and leads complex tax administration processes for corporate, commodity and revenue programs in
accordance with legislation, policies and procedures. Primary tasks include financial accounting and processing of the more

complex returns and claims.
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Comments on Evaluation

= Knowledge:
Content:

= E+: Requires accounting knowledge at a professional level acquired through a related degree, diploma and a
professional designation such as CA, CGA, or CMA. Knowledge and skills relate to the application of financial
statement analysis and audit principles, government accounting requirements, and various provincial and federal tax
legislation and policies, to ensure the equitable treatment of clients within corporate, commodity, and revenue

programs.

Complexity and Diversity:

= | Detailed program knowledge and understanding of the operating environment are used to prepare, analyze and

justify TRA's revenue/refund forecasts.

Human Relations Skills:

=  2: HR skills are used in leading teams on an ongoing/project basis, communicating findings with clients, in problem

resolution, client complaint/investigation, and in representing TRA at client information sessions.

=  Creativity/Problem Solving:

38%: Position functions within parameters of provincial and federal legislation, however, considerable judgement and
experience are required at this level to identify which tax, technical or functional principle to use. Opportunity for creativity and
problem solving is found in developing and recommending new processes based on issues that arise or are

anticipated/projected while performing daily responsibilities.

= Responsibility:

R1: This position is the technical expert and may lead teams on an ongoing/project basis. Primary role is for the day-to-day
processing of high risk returns, claims, registrations and financial accounting transactions for corporate, commodity and

revenue programs. Develops review guidelines for low and medium risk files.

Last Reviewed: November, 2009
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Last Review / Update: 2016-03-11

Subsidiary 2 Benchmark
Job Description - 024FX05

Identification Section

Working Title: Senior Tax Officer

Department: Treasury Board and Finance

Division, Branch/Unit: Tax and Revenue Administration, Revenue Operations
Reports To: Senior Manager or Executive Manager 1

Levels to D.M.: 3

Purpose

(Brief summary of the job, covering the main responsibilities, the framework within which the job has to operate

and the main contribution to the organization.)

Performs and leads complex tax administration processes for corporate, commodity and revenue programs in accordance
with legislation, policies and procedures resulting in fair and equitable treatment. Processes include financial accounting
and processing the more complex returns and claims. Takes lead role in team or individual initiatives and are the TRA

program experts.

Responsibilities and Activities

(Each end-result/responsibility shows what the job is accountable for, within what framework and what the added

value is.)
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1. Accurate entitlement (compliance & legislation).

Activities:

Reviews complex, high-risk returns and claims, schedules and supporting documentation to determine taxes payable
or claims to be credited. Example - Royalty Tax Credit claims and requests for installments, complex technical
corporate tax returns. (Risk relates to exposure or the potential for loss of revenue either by not collecting the correct
amount of tax or by overpaying refund or rebate amounts.)

Administers programs on behalf of other stakeholders.

Performs reviews and analysis of accounts. Initiates, researches, investigates and analyses unusual situations and
determines impacts.

Develops review guidelines for low and medium risk files.

2. Accurate assessment.

Activities:

Reviews complex, high risk returns and claims, schedules and supporting documentation to determine

taxes payable or claims to be credited.

Administers programs on behalf of other stakeholders.

Performs reviews and analysis of accounts. Initiates, researches, investigates and analyses unusual situations and
determines impacts.

Develops review guidelines for low and medium risk files.

3. Accurate database.

Activities:

Initiates required revisions to TRA's registry and processing data.
Reconciles and reports on government accounts. This includes year-end reporting, reconciliation of public accounts

and extensive contact with the Auditor General's staff.

4. Analyze and determine program condition/performance.

Activities:
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Initiates required revisions to TRA's registry and processing data.

Administers programs on behalf of other stakeholders.

Develops review guidelines for low and medium risk files.

Makes recommendations for improvement to policies, procedures and legislation.

Performs variance analysis and trend analysis on a program wide basis. Must be very knowledgeable on the

requirements of the programs and factors that impact revenue.

5. More informed stakeholder community.

Activities:

Communicates and educate clients on the varying programs and their requirements, results, and obligations.

The focus is on the more complex tax programs requiring greater technical knowledge.

6. Collect revenues.

Activities:

Prepares TRA's revenue/refund forecasts.
Reviews and analyses program data. This requires a detailed understanding of the programs and the factors that

have an influence on them.

7. TRA accountability to government/stakeholders (appropriate rational documentation).

Activities:

Works with Auditor General's staff during annual audit.
Prepares working papers and reports supported by sufficient and appropriate evidence.

Ensures the accuracy and integrity of accounting data.

8. Make TRA more efficient and effective.

Activities:

Make recommendations for improvement to policy, procedures and legislation.
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Scope
(lMustrates what internal or external areas the job impacts, and the diversity, complexity, and creativity of the job.)

Works within many diverse programs within various Acts and Regulations:

Alberta Corporate Tax Act - Corporate Income Tax (CIT) Program, Alberta Royalty Tax Credit Program, Royalty Credit for
Individuals and Trusts Program, Insurance Corporations Tax Program; Financial Institutions Capital Tax Program

Alberta Fuel Tax Act - Fuel Tax collectors, Bulk Dealers, Propane (LPG) Dealers; Fuel Tax program under the International
Fuel Tax Agreement (IFTA); Alberta Indian Tax Exemption (AITE) program; Rebates under the Alberta Farm Fuel Benefit
program (AFFB); Rebates under the Tax Exemption Fuel Users (TEFU) program.

Alberta Tobacco Tax Act - tobacco tax returns and refunds; AITE program.

Alberta Hotel Room Tax Act - Hotel room tax.

Hospitals Act -Health Cost Recovery program administered for the Alberta Health Department.

Goods and Services Tax.

At this level the focus is on RTC and processing of more complex corporate tax returns.

Makes contact with external stakeholders to provide information or get clarification. Routine processing is done by the
computer system. Clearly documents facts and findings and back up for decisions.

Differing and variable situations influence which tax, technical or functional principle to use.

Judgement generally determines how objectives are accomplished. Solutions are found within a body of knowledge and/or
experience.

Uses sound judgement in determining how to apply the legislation.

May lead teams on an ongoing/project basis.

Involved in work of many diverse programs within various Acts and Regulations.

Impacts stakeholders which include taxpayers, claimants and their representatives, other tax jurisdictions, government staff,
other government departments, TRA staff.

Assists teams/projects in reviews/work efforts. Reviews work of peers.

Processing impacts all areas of TRA. Other divisions such as Compliance rely on decisions made during processing of

returns and claims and the level of review.

Knowledge, Skills and Abilities

17
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(Diplomas, degrees and the most important knowledge factors, skills and abilities including knowledge about
practical procedures, specialized techniques, etc.; analytical and conceptual skills and abilities; and skills needed
for direct interaction with others. Specific training if it is an occupational certification/registration required for the

job.)

Knowledge of provincial and federal legislation and policies.

Knowledge of generally accepted and government accounting requirements.

Knowledge of tax, interest and penalty calculations.

Ability to interpret/apply legislation.

Analytical skills.

Familiarity with the general responsibilities of other tax or business related agencies, various consumer assistance and
registry services.

Audit knowledge - knowledge of auditing principles.

Problem solving skills.

Customer focus.

Oral and written communication skills.

Project/team management skills.

Knowledge of risk criteria and the ability to apply per defined procedures.

Knowledge of industry conditions and trends.

Ability to interpret supporting documentation including financial statements and make decisions.
Knowledge of the processing systems and rules.

Computer skills e.g. Word, Excel, PowerPoint.

Guidelines:

ICA handbook.

Precedence.

Alberta Corporate Tax Act and Regulations, Income Tax Act, Fuel Tax Act and Regulations, Hotel Room Tax Act and
Regulations, Tobacco Tax Act and Regulations, Hospitals Act and Regulations, International Fuel Tax Agreement, Federal
Excise Tax Act (legislative requirements).

TRA Policy Manual, Information Circulars, Interpretation Bulletins, Interpretation Compendium, Revenue Canada
Interpretation Bulletin (guidelines to further clarify legislation).

Desk references (high level reference source on processes).

18
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Education:

Accounting Designation — CA; CGA; CMA

Experience:

2-3 years progressively responsible in an accounting or tax environment.

Contacts

(Main contacts of this position and the purpose of those contacts.)

Internal:

Business Technology Regularly (Weekly) Systems Development Projects and

Management maintenance of IT systems.

Tax Services Regularly (Weekly) Technical Interpretations, objections and
appeals and interest waivers. Updates to
publications.

Corporate Audit Regularly (Weekly) Coordinate audit reassessments and to
assist to provide information in tax
avoidance files.

Tax Policy Occasionally Provide information and seek instruction
in new program/schedule development.

Manager/Senior Manager Weekly Strategies around production/process
improvements, and learning and
development activities, improvements,
and learning and development activities.

External:
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Canada Revenue Agency

Regularly (Daily/Weekly)

To ensure accuracy of assessed tax
information received electronically and
in paper form to ensure accurate
assessments.

Office of the Auditor General

Semi Annual

Participate in audit of systems and
processes which roll up to reporting of
CIT revenues in public accounts.

Accounting Firms

Regularly (Daily/Weekly)

To confirm/obtain information,
investigate, negotiate, and respond to
enquiries.

Taxpayers/Claimants

Regularly (Daily/Weekly)

to confirm/obtain information,
investigate, negotiate, and respond to
enquiries.

Alberta Energy

Regularly (Weekly)

IAccess the Energy database to
investigate and confirm information
filed pertaining to the Alberta Crown
Royalties on the Alberta returns.

Balancing Pool

Monthly

Interact with the Balancing Pool during
the assessment and reassessment of the
notion income tax returns and

maintenance of the accounting records.

Supervision Exercised

(List position numbers, class titles, and working titles of positions directly supervised.)

May lead teams on an ongoing/project basis.

Last Review / Update: 2015-02-17
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Subsidiary 2
Benchmark Evaluation - 024FN15

Identification Section Evaluation
Working Title: Senior Financial Analyst Knowledge
E+12 230 |
_ <>
Department: Human Services Creativity/Problem
Solving
0,
Division, Strategic Corporate Services, Financial Processes 38/57 |
Branch/Unit: and Reporting Responsibility
B 87 |
Reports To: Director, Financial Processes and Reporting, L5
TOTAL JOB POINTS

ior Manager
Senior Manage 204 |

Levels to D.M.: 4

Job Description: 024FN15

MRS: See the Minimum Recruitment Standards for Finance

Job Code: 024FN - Finance 4

Organization Chart

(requires login)

Comments on Role

The Senior Financial Analyst is responsible for leading the preparation of quarterly and annual financial statements for the
ministry and coordinating the year-end audit of financial statements. It is the primary liaison between Employment and

Immigration and the Auditor General.

Comments on Evaluation
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= Knowledge:
Content:

= E+: This is advanced, professional, financial accounting work, requiring an accounting designation. The position
requires a working knowledge of diverse programs and support functions and thorough knowledge of budgeting,
forecasting and accounting functions. This position must have an extensive knowledge of, and ability to interpret and
apply financial legislation, policies and processes. Expert accounting knowledge is required to provide viable options
and sound solutions to the Ministry. A superior understanding of Treasury Board policies and department policies and
procedures is essential to apply guidelines and enforce Government/Ministry controls to improve accuracy of
information. The push (+) on the E recognizes the depth of professional knowledge required, combined with an

expansive knowledge of ministry programs.

Complexity and Diversity:

= |: This position is the ministry liaison with Alberta Finance and Enterprise, Treasury Board, Service Alberta and the
Office of the Auditor General, to explain and defend the accounting treatment of complex issues. Decisions often
impact other entities, due to the complexity of the ministry program structure and the various shared service

agreements.

Human Relations Skills:

= 2: The Senior Financial Analyst requires solid communication skills when representing the ministry’s interests with
other areas of the government. This work will regularly involve explaining accounting concepts and implications to
decision makers who are not well versed in accounting principles. This position supervises professional staff,

requiring the position to be well versed in the theory and practice of effective supervision.

= Creativity/Problem Solving:

38%: This position reflects the highest level of day to day operational thinking in its capacity of expert resource for opinions on
revenue, expenditures and financial accounting matters. The position has the latitude to work within a broadly defined
environment, with clearly defined objectives, principles and policies. Analysis, interpretation and constructive thinking are

ongoing requirements of this role.

= Responsibility:
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B: This position ensures the timely, consistent and accurate reporting of financial information to meet operational

requirements. The position acts as a staff resource regarding the interpretation of legislation, regulations, policies and

procedures as they relate to financial reporting.

Last Reviewed: November, 2009

Jd_’(bél‘bﬁ_ﬂ Government

Last Review / Update: 2015-05-25
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Subsidiary 2 Benchmark
Job Description - 024FN15

Identification Section

Working Title: Senior Financial Analyst

Department: Human Services

Division, Branch/Unit: Strategic Corporate Services, Financial Processes and Reporting
Reports To: Director, Financial Processes and Reporting, Senior Manager
Levels to D.M.: 4

Purpose

(Brief summary of the job, covering the main responsibilities, the framework within which the job has to operate

and the main contribution to the organization.)

Reporting to the Director, Financial Processes and Reporting, this position is responsible for leading the preparation of
quarterly and annual financial statements, and the year-end audit process for the ministry of Employment and Immigration.

The main responsibilities of the position are:

Preparing quarterly and annual financial statements, notes and schedules for the Ministry and related entities.

Planning, developing and coordinating the period-end processes and procedures.

Participating on cross-government financial and reporting teams.

Identifying, recommending and implementing required modifications to Ministry financial controls, policies, procedures and
guidelines to ensure compliance with applicable legislation, the production of timely and accurate financial information, full
financial disclosure and a high degree of financial accountability and control in the ministry for accounting and reporting
policies.

Liaison between Financial Management and Financial Operations, and the Office of the Auditor General and Alberta

Finance and Enterprise to ensure that recommendations on reporting and accounting treatment requirements are
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implemented. This includes anticipating audit requirements related to interpretation and application of accounting principles,
and ensuring adequate and pertinent documentation is obtained to support these requirements.

Design of systems and processes required to support the reporting requirements.

Examining, analyzing and interpreting complex financial data and making recommendations for improvements to enhance
the dependability of the trial balance and ultimately the reliability of information used in financial statements.

Acting as an expert knowledge resource for opinions on revenue, expenditures and financial accounting matters, to ensure
the accuracy of financial transactions recorded, and as appropriate financial disclosure and compliance with legislation and

controls.

This position is responsible for providing the Analysis of Financial Results in the Annual Report, which requires coordinating,
interpreting and then conveying the Ministry financial results through the Annual Report to the general public in a clear and
concise manner and ensuring that all pertinent financial highlights are included. This requires a sound understanding of the

Ministry’s business, as well as excellent writing skills.

This is advanced, professional, financial accounting work, conducted in the Ministry to ensure the efficiency and accuracy of
reporting and interpreting financial results. It requires a working knowledge of varied and diverse programs and support
functions, thorough knowledge of budgeting, forecasting and accounting functions, and the assurance of compliance with
legislation, regulations and administrative and accounting (Canadian Institute of Chartered Accountants, Generally

Accepted Accounting Principles, Public Sector Accounting Board) policies and procedures.

Duties are performed within the accountability framework established through the Government Accountability Act and
Financial Administration Act, government and department policies and procedures, various Acts, Regulations and
established professional accounting standards. Professional judgement is exercised in the evaluation of alternatives and

solutions within this framework.

Responsibilities and Activities
(Each end-result/responsibility shows what the job is accountable for, within what framework and what the added

value is.)

1. Establishes and manages, within Alberta Finance and Enterprise guidelines and departmental procedures,
timely, consistent and accurate reporting information to meet operational requirements. Senior management

relies on the financial data to make decisions impacting provincial operations.
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Activities:

Delegates the processing of accounting entries for the Ministry and business