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D New Position Creation 

Levels to Deputy Minister (Not 
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POSITION SUMMARY: Briefly describe the main purpose of the position, and why it exists for the most part (See PP Slides 28-32). 

Repo1ting to the Administrator of the Residential Tenancy Dispute Resolution Service (RTDRS), the Tenancy Dispute 
Officer will conduct impa1tial hearings and adjudicate conflicts arising from landlord/tenant disputes under the Albe1ta 
Residential Tenancies Act (RTA), the Mobile Home Sites Tenancies Act (MHSTA), and related regulations. The RTDRS 
will offer residential landlords and tenants an alternative to the court system for resolving RTA and MHSTA disputes. 

The Tenancy Dispute Officer arranges and conducts hearings to obtain information and evidence relating to the disposition 
of tenancy disputes that arise under the RT A or MHSTA. The Tenancy Dispute Officer evaluates and analyzes evidence 
and applicable laws, regulations, policy and precedent decisions to determine conclusions. The Tenancy Dispute Officer 
informs patties on the nature of the proceedings to ensure there is a clear understanding of the process by those involved: 
questions witnesses to obtain information; rules on exceptions, motions and admissibility of evidence; obtains additional 
information to clarify evidence; provides parties with verbal/written decisions; and assesses costs (if any) as are appropriate 
to the circumstances and applicable legislation. 

The Tenancy Dispute Officer will make use of a wide range of advanced skills in judgment and decision-making including 
the ability to assess the strengths and weaknesses of the information presented to choose the appropriate remedy; ability to 
communicate effectively with the parties involved in the dispute; the ability to interpret and understand applicable 
legislation; superior active listening, speaking and writing skills; and knowledge of related computer programs. The 
Tenancy Dispute Officer will work independently with minimal direct supervision. Established "Rules of Practice and 
Procedure" and "Code of Conduct for Tenancy Dispute Officers" define the operating guidelines for hearings and file 
handling. The Tenancy Dispute Officer may be required to act as Administrator of RTDRS on occasion. 

Other responsibilities may include the promotion of consumer awareness about the service with stakeholders and 
organizations. 
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IMPACT AND MAGNITUDE OF JOB (SCOPE): Identify how the position directly affects results, and the extent to which 
stakeholders are affected by the outputs. Provide recent examples (See PP Slides 47-49). 

Assesses costs (if any) as are appropriate; and 
Issues judgments and orders. 

The RTDRS impacts the number of RT A and MHSTA hearings held in Provincial Court. An effective RTDRS means 
consumers and businesses are able to access a less expensive and more timely alternative for resolving disputes. 

CHANGES SINCE LAST REVIEW: What significant changes have occurred in your job, from the last review 
(See PP Slides 50-51 ). 

COMPARABLE POSITIONS: List comparable GoA benchmarks. 

ORGANIZATION CHART: A current organization chart that includes supervisor, peers and staff MUST be attached. Include whether 
employee is permanent, wage, temporary or contract and indicate position numbers (See PP Slide 53). 

Signatures 

The signatures below indicate that the manager (incumbent) and division director/ADM have read, discussed and agreed 
that the information accurately reflects the work assigned (See PP Slide 54). 

Incumbent 

Administrator 

Executive Director 

ADM 

Name 

Name 

Name 

Name 

Signature Date 

Signature Date 

Sigm,turo Date 

This information is being collected under the authority of Section 10 of the Public Service Act and will be used to allocate positions within a 
classification plan and to manage the Alberta government human resources program. If you have any questions about the collection of this 
information, contact the Classification Manager, 6th Floor, Peace Hills Trust Tower, 10011 • 109 Street, Edmonton, Alberta, TSJ 3S8, phone 
408-8445 or contact your Ministry Human Resource Office. 
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