
TOWN OF OKOTOKS – JOB DESCRIPTION OVERVIEW 

JOB TITLE:   Ability Management (Disability Management) Advisor 
CLASSIFICATION Professional 
REPORTS TO:   People & Organizational Effectiveness Manager  
BUSINESS UNIT:   Corporate & Strategic Services – People & Organizational Effectiveness 
DATE COMPLETED: 2023 

 

 

KEY RESPONSIBILITIES:   Provide a brief description of up to five major responsibilities and approximate percent 
of time dedicated to each (up to 4 sentences). NOTE: When there are multiple incumbents in a role, percentage 
of time spent in each responsibility area may vary. 

Approximate 
Percent of 

Time 

1. Abilities Management (AM) – Design, build, and oversee an effective ability management (AM) program for 
the organization. Act as the AM program subject matter expert, promoting awareness and coaching leaders 
in the consistent and effective application of the AM program by providing training and guidance, responding 
to inquiries, investigating, and facilitating resolutions to issues. Act as a liaison between leaders, contracted 
suppliers and other external third parties, the union, and internal functions to ensure processes run 
efficiently. Work collaboratively with employees, leaders, suppliers and the HR team, to facilitate AM 
processes. Ensure confidentiality of all sensitive information pertaining to the employees when developing 
and implementing return to work plans. Convene DM Team and case review meetings as required. Maintain 
extensive knowledge of ability management and industry best practices. Collaborate with stakeholder in 
problem solving, concern resolution and investigation. 

50 

2. Attendance Management – Design, and implement an attendance management program and coach leaders 
on the effective use. Monitor the timely recording of absences and support attendance management 
initiatives that focus on creating a supportive work environment resulting in a reduction in lost time due to 
absences. 

20 

3. Wellness Program - Responsible for planning, designing, implementing, administering, and evaluating a 
comprehensive wellness program for employees.  Develops promotion plans for wellness programs 
throughout the organization and provide educational presentations. 

15 

4. Other Responsibilities 

 Acts as the back up subject matter expert for the organization on OH&S, including keeping abreast 
of industry best practice and any changes in legislation. Oversight of the corporate OH&S system. 

 Review key performance indicators. Conduct research as required and participate in ad hoc HR or 
cross-functional projects.  Other duties as assigned. 

15 

 

EDUCATION:   Provide minimum formal education required (degree, diploma, trade, etc.) 

A minimum of a post-secondary degree or diploma in a health or related field. Licensing and designations, such as CDMP, 
CRTWC are an asset. Additional course work in occupational health, rehabilitation, legislation related to disability management, 
helping relationship skills, mediation, human resource management, disability insurance, psychological and workplace factors in 
disability would be an asset. 

 

Equivalencies of education and experience may be considered. 

EXPERIENCE: Provide minimum related years and type of experience required.  

5 or more years related work experience in disability management representing continuous learning and career progression, 
including 1 year experience in indirect supervision and/or leadership/mentorship. 

OTHER SKILLS & COMPETENCIES: Provide other skills and competencies required. 

Excellent written and interpersonal communication skills are required, along with the ability to develop and maintain a high level 
of trust and confidentiality to facilitate effective working relationships within HR and with all employees. 

 

JOB SUMMARY:    Provide up to four sentences describing the jobs core purpose. 

The Ability Management Advisor is responsible for creating, implementing, maintaining, reviewing, improving upon and 
administering the corporate ability management, attendance management, safety management, and wellness programs.  This 
includes program creation, policies, procedures, practices and initiatives to comply with legislation and best practice (including 
inspections and annual audit). 


