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GOVERNMENT OF ALBERTA




JOB DESCRIPTION

POINT RATING EVALUATION PLAN
	Working Title
	Name

	Supervisor – Disclosure 
	


	Position Number
	Reports to Position No., Class & Level
	Division, Branch/Unit
	Ministry

	
	
	Centralized Disclosure - OSSO
	Justice


	Present Classification
	Requested Classification 

	
	


	Dept ID
	Program Code
	Project Code (if applicable)

	
	
	


	PURPOSE: Give a 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 (see Section 2.3).

	Reporting to the Senior Manager, Centralized Services the incumbent is responsible for overseeing the daily operations of a unit of support staff members within the Centralized Disclosure Unit of the applicable branch.  The incumbent manages the performance and job expectations, including monitoring productivity, quality control and evaluation of each of the support staff members.  This position also assists in the recruitment process within the units supervised by providing an overview of the duties required, and providing orientation and training for the areas the incumbent supervises.  This incumbent acts as a leader, mentor, coach and mediator, and is the primary liaison and principal resource person for the units supervised.

.


	RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. Each end result shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core end results. For each end result, approximately 3 major activities should be described (see Sections 2.1 and 2.2).

	Effective administration of the operational needs of assigned support staff unit

Activities:

· Primary liaison and principal resource person, familiar with administrative support requirements of the units supervised

· Manages the work allocation and organizes the staffing requirements of each unit by coordinating, delegating and distributing workload, ensuring production and quality control measures are met, and work is completed within any time limitations and/or deadlines 

· required to perform additional job responsibilities or portfolios in the IT area such as updating JOIN and/or PRISM, submitting IT tickets, problem solving with CREF and all GOA computer systems
· Schedules and arranges cover-off for absences due to illness, course requirements, vacations, etc. within the units supervised

· Conducts regular unit meetings with support staff in the units supervised to keep them informed of concerns and changes affecting the office

· Consults with the office systems administrator and the help desk for assistance with computer program problems or requirements for the units supervised

· the unit also works directly with the public the incumbent must be able to work with potential conflict situations and manage escalation situations. 
· Liaises with the applicable City Police Crown Liaison Unit in respect to missing disclosure

· Ensures defence counsel acknowledge receipt of disclosure

· Vets documentation for FOIP protected information or other privileged or confidential information

· Compares disclosure to original documentation to ensure that true and full disclosure is made
Provide supervision in the area the incumbent supervises, in accordance with effective supervisory        practices, within the policies and procedures of Alberta Justice, in a manner consistent with the Public Service Commission and Collective Master Agreement.

        Activities:

· Manages the performance planning process for support staff in the units by ensuring that goals are set, reviewed and achieved along with training and developmental needs to fulfill operational requirements.

· Mentors and coaches staff and provides them with challenging opportunities for the development of
 appropriate skills and competencies to guarantee continuity of operations, achievement of team objectives,         succession planning and cross-training within the unit, while maintaining a positive atmosphere conducive to good employee morale.

· Employee relations’ issues such as staff conflicts, potential grievances, or disciplinary matters are dealt with
in a sensitive and tactful manner in compliance with Human Resource policies and procedures.

· Ensures that staff members understand the goals and strategies of the Ministry and Division.

· Assists in the recruitment process by giving an overview of the duties required, participating in the
 interviews, grading and selecting the best person for the position.




	SCOPE: List specific information that illustrates what internal or external areas the job impacts, and the diversity, complexity, and creativity of the job (see Section 2.4).

	Finance and Administration:

Complexity:

· Having thorough knowledge of Departmental Business Plan and Collective Master Agreement

· Having thorough knowledge of the Acts, Provincial Statutes and Regulations which govern Alberta Justice

· preparation of complex, time sensitive and confidential correspondence such as opinions of Prosecutors for Head Office and performance management documents

Contacts:

· Liaises with Senior Manager, Centralized Services; Director, Business Operations within the Operations & Strategic Support Branch; Manager, Legal Support and Administrative Services, Chief Crown Prosecutor, and Assistant Chief Crown Prosecutors within the applicable Crown Prosecutors Office. 
· Liaises with a range of vendors and contractors 

· Liaises with external and internal governmental agencies, various registry offices throughout the province and across Canada, court clerks, various police agencies and RCMP detachments, defence lawyers, accused 
persons, witnesses and the general public to obtain documentation and information to answer inquiries or 
 
perform related duties within the units supervised



	


	KNOWLEDGE, SKILLS & ABILITIES: Provide a list of 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 not only diplomas and degrees. Specific training if it is an occupational certification/registration required for the job.

	Experience:

· Post secondary education 

· Legal assistant diploma or certificate considered to be an asset

· Several years senior legal and administrative assistant experience

· Extensive supervision experience
Knowledge:

· Legislation with respect to the criminal justice system, including the Statutes of Alberta, Criminal Code of Canada, Traffic Safety Act, Use of Highways and Rules of Road Regulation, and all related Regulations therein and FOIP (Freedom of Information and Protection of Privacy Act)

· Court procedures and processes, court and legal documentation

· Collective Master Agreement

· Computer programs used by the office, JOIN (Justice Online Information Network), CREF, LIVELINK, PRISM, Microsoft Word and Excel

· 1GX
· Understanding the department and government policies and procedures relating to administrative support services

· Understanding of office policies

· Familiarity of the Department and Division’s Business Plans

Skills:

· Well-developed organizational, analytical, multi-tasking and problem solving skills 

· Well-developed communication, interpersonal, mediation, negotiation and conflict resolution skills  
· Leadership, coaching, mentoring, motivation and team building skills 

· Ability to work in a team environment and also to produce independently

· Utilize diplomacy and flexibility when dealing with matters of confidentiality

· Supervisory skills




	SUPERVISION EXERCISED: List position numbers, class titles, and working titles of positions directly supervised.

	  


	CHANGES SINCE LAST CLASSIFICATION REVIEW: This section is not required to be completed if the job description is being written for the conversion to PREP.  It should be completed for any subsequent classification requests under PREP.

	


	ORGANIZATION CHART: An organization chart that includes supervisor, peers and staff MUST be attached.


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 Compensation Manager, 6th Floor, Peace Hills Trust Tower, 10011 ‑ 109 Street, Edmonton, Alberta, T5J 3S8, phone 408-8400 or contact your Ministry Human Resource Office.
Signatures

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