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NON-MANAGEMENT JOB DESCRIPTION 

POINT RATING EVALUATION PLAN 

Name Working Title 

I Administrative Assistant to the Executive Director 

Position Number 

Present Class 

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

Alberta Justice and Solicitor General 

I New Position 
Requested Class 

Dept ID Program Code 

I 
Project Code (if applicable) 

PUB.POSE: Give al bri� sl,!mmary of the j0b. coverinf;J the main respohsibilities, the framework wiill!in which the job ha§ tq op�rate amd 
ffre main contrib(l!iion to the org�nizatiQm (see Non-Management Job Descri'J)tion Wmting Guide Pages 7-8). 
The Administrative Assistant, reporting to the Executive Officer, will provide operational and administrative services to 
the Executive Director and Executive Officer in the Office of the Chief Judge. The incumbent will provide a variety of 
extensive administrative suooort functions while managing highly confidential correspondence. 

RESPONSIBILl;flES AND ACTIVlllE'S: lihe purpose of the jol!> can be broken down in different tesponsibitities ahd end results. 
�ch emd r�sult shows w'1at the job rs accoyntable for, wi�hin what framework and wli!at the added talt«e rs. Normally a job has 4-8 core 
end resu�, For each end result, approximately 3-6 activities should be gescribed (see }/Vr�ing Guid� Pages 9-10), 

roviding personal and confidential administrative services for the Executive Director by: 
• Composing, editing, proofreading and formatting a variety of letters, reports and general correspondence.
• Preparing spreadsheets, charts and graphs through the use of technology.
• Providing logistical support for meetings by scheduling dates, preparing agendas, compiling and coordinating

meeting materials and ensuring a boardroom is booked.
• Tracking and monitoring any actions arising from the various meetings and ensuring they are completed on time.
• Coordinating correspondence briefing materials such as legal correspondence, letters, reports, memoranda and

action requests.
• Providing the Executive Director with all background information on all inquiries requiring further follow-up.
• Responding to general inquiries from a variety of people and providing general information.
• Providing effective diary management and a bring forward system by priorizing incoming and outgoing

correspondence for responses and follow-up action.
• Receiving all incoming mail and other internal and external correspondence. And if required, attaching the

appropriate file to the new correspondence. Follow up on the preparation of responses.
• Screening telephone calls, determine the nature of the call and responding or forwarding to the appropriate

individual or area.
• Establishing and maintaining an accurate and detailed filing system for both electronic and paper systems.

Arranging all travel arrangements and processing and reconciling the Executive Director's expenses by: 

-

• Managing all aspects of travel arrangements, including preparing and reconciling expense accounts, for the Judges
conference(s), meetings, workshops and legal educational seminars that the Executive Director attends.

• Interpreting amendments to the Travel Expense Guidelines, and advising the Executive Director of any changes.
• Monitoring expenditures and reconciling travel expense billings and ensuring they are accurate and within policy

guidelines.

Ensuring all steps are taken in the completion of committee work by: 
• Assisting the Executive Director in relation to the internal and external committees that he is a member of by

organizing committee meetings, arranging meeting venues, teleconference facilities and other logistical support.
• As required by the Executive Director attending committee meetings to take and compose minutes of the meeting.
• Assist in the preparation of Power Point presentations when required.
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Signatures 

he signatures below indicate that the incumbent, manager and division director/ADM have read, discussed and agreed that the 
information accurately reflects the work assigned (see Writing Guide Page 16)

Incumbent 

Manager 

Division Director/ADM 

(ACHR-TW/IIR 2011/121 

Name

Signature 

Date 

2014/08/18 




