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Working Title

I Human Rights Officer (PS4) 

Reports to Position 
Position Number No .. C lass & Level Division, Branch/Unit 

NON-MANAGEMENT JOB DESCRIPTION 

POINT RATING EVALUATION PLAN 
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Min istry 

Present Class ification

I Program Services 4 

Dept ID Program Code 

Albe1ta Human Ri tYhts Commission Justice and Sol ic itor General 

Requested Classification 

Project Code (if applicable) 
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The incumbent plays a key role in the advancement and protection of human rights for Albe1tans and the development of 
inclusive communities in which a l l  Albertans have the opportunity to pa1ticipate in the social, economic and cu ltural life of
the province without d i scrimination. Within the context provided by human rights concepts and principles, case law, the 
princip les of natural justice, broad policies and procedures and sound professional practice, the incumbent i s  responsible 
for obtaining voluntary resolution of formal human rights complaints made under the Alberta Rights Act, and for providing
recommendations for action on human rights complaints to the patties to the complaint and to the regional d i rector. The 
incumbent is  also responsible for providing education and information services that help A lbe1tans prevent human r ights 
d isputes from occurring in the first place, resolve human rights disputes without having to make a formal complaint to the
Alberta Human Rights Commission and, most impo1tantly, integrate human rights principles into their work and l ives . In
addition, the incumbent is responsible for ensuring that only complaints that are properly within the jurisd iction of the Act

are accepted by the Commission, and for making other contributions to achieving the goals of the Commiss ion and the 
ministry of Justice and Sol icitor General . 

The incumbent must have a h igh level of interpersonal ski l l s  in order to provide h igh-qual ity, neutral and timely alternative
dispute reso lution services, as wel l  as fact finding and recommendation services, to a wide variety of c l ients in situations 
that are often emotional ly  charged. The incumbent must also be able to app ly complex theoretical knowledge to human 
rights disputes and i ssues in order to define the problem and develop new and creative solutions that lead to vo luntary 
settlement of human rights complaints . In addition, the incumbent must have the ab i l ity to provide services within an ever
chan ino environment and to function with a heav case load and under severe time ressure .  
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1 .  Through the provision of alternative dispute resolution services, facilitate the voluntary settlement and closure 

of formal human rights complaints made under the Alberta Human Rights Act. 
Once ind iv idual files are assigned to the incumbent by the regional director for the alternative d ispute reso lution
service, the incumbent has broad scope to act independently but will seek guidance as required, to provide high­
qual ity, timely, neutral service to the parties to a complaint with the end result that the parties reach a fair and 
voluntary agreement to settle the complaint so that the Commission can c lose the fi le .  Given the volat i le nature of 
human rights d isputes and the wide variety of complainants and respondents in these d isputes, the incumbent must 
operate at a h igh leve l of interpersonal ski l l  in order to achieve this end resu lt. The incumbent must also interpret and
apply evolv ing theoretical human rights concepts and princ iples, case law, and princ iples of natural j ustice to the 
unique facts and c ircumstances of each case. The work is carried out in the context of h igh case loads and severe t ime
pressure, and often under publ ic and media scrutiny. Reso lving fi les through the alternative dispute reso lution service
is  a critica l ly important end resu lt for the parties and the Commission . Complaint files that are resolved at this early 
stage al low the parties to move on with their l ives more qu ickly, and result in much lower process ing costs for the 
Commission. This respons ib i l ity may require trave l l ing to, and meeting with, legal counse l ,  complainants, 
respondents, or witnesses to mediate, investigate and resolve human rights compla ints. Off-site trave l may be requ i red 
I O  or more times a month ; ma be outside normal workin hours ; or be cal led on short notice, de end in r on the 
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KNOWLEDGE, SKILLS & ABILITIES: Provide a lfst of the most important knowledge factors, skills and abilities ihcludlng 
knowledge about practical precedures, specialized techniques, et�.; analytical and coraceptual skills and abilities; and skills needed for 
direct interacUon 'l,(ith o1hers not only diplomas and degrees. Speoiflo tra1ning If it is an occupational certffication/registrauon required for 
the job. 

• In depth knowledge of the Alberta Human Rights Act and related jurisprudence. Note that the Act provides a
framework for the making and processing of human rights complaints and conveys a vision for a society that is
free of discrimination where everyone can fully participate. The Act does not provide prescriptive guidelines for
analyzing fact situations or determining appropriate remedies.

• In depth knowledge of human rights principles and principles of full inclusion.
• Knowledge of other legislation and related jurisprudence that impacts, or may impact, human rights issues, and

knowledge of where to find and how to read/interpret/apply this legislation and jurisprudence.
• Knowledge of principles of natural justice and the principles of fair administrative process.
• Awareness of a broad spectrum of alternative dispute resolution strategies.
• Knowledge of fact-finding techniques and practices.
• Knowledge of a broad cross-section of industries, employers, unions, service providers and other organizations in

Alberta.

The incumbent also requires computer skills for word-processing and operating the Commission's electronic case 
management system. 

·CONTACTS: 1he main contacts of this position and the purpose of th0se contacts.

For the purpose of delivering the services they provide, the incumbent has contact with a diverse range of clientele
including:

• people from all segments of the public-from the most highly educated and powerful members of society to the
most marginalized and helpless members of society;

• representatives from all levels of large and small employers; public service providers, such as educational
institutions, regional health authorities, municipal governments and provincial government departments; private
service providers, such as retail stores and insurance companies, professional associations and unions; and
landlords;

• legal counsel for this varied clientele; and
• representatives of advocacy groups.

The incumbent has ongoing contact with the regional director for purposes of receiving assignments, direction, 
consultation, and support. However, the incumbent acts with a broad scope of independence as, for example, in the 
preparation investigation and conciliation plans, interview questions and draft investigation reports therefore the 
incumbent's judgement is routinely upon in managing his or her own work. 

The incumbent has occasional contact with the Director of the Commission when the Director requires the assistance of 
the officer for particular files or issues. 
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