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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. 

• Ability to prioritize work on short deadlines
SKILLS: 

• Excellent oral and written communication skills
• Problem solving skills
• Good interpersonal skills

ABILITIES: 
• Ability to work independently
• Demonstrate a high degree of initiative
• Exceptional organizational ability and attention to detail

CONTACTS: The main contacts of this position and the purpose of those contacts. 

Extensive contact with legal assistants and prosecutors. The position is often the first line of contact with these individuals 
with respect to disclosure manaja!;ement. 

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

The position has no supervisory responsibilities. 

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, ,;th 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. 

Incumbent 

Manager 

Division Director/ADM 

Name Signature 

Classification: Protected A 


