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JOB DESCRIPTION 
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Ministry 

Justice 

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). 

The incumbent conducts detailed reviews of criminal files to ensure that personal information of witnesses, young 
offenders and third parties is removed prior to the release of information to defence counsel or the accused. In addition, 
the incumbent reviews supplementary information provided on each file to ensure that the information included meets the 
Crown's disclosure obligations. 

To provide legal and administrative support for the prosecution of criminal and provincial offences in all levels of court by 
working within a framework of applicable legislation, policies, procedures, regulations and precedents. Reports to the 
Crown prosecutor assigned to the file and the Chief Prosecutor/ Deputy Chief Prosecutor who has overall responsibility for 
the Crown Office. 

The incumbent works within the guidelines established by the ACPS to provide a range of central services supporting the 
Crown prosecutors and staff. This involves providing a complete file to an accused or defence counsel in accordance with 
legal requirements; scanning documents, ingesting electronic documents, review for quality control, logging documents 
into excel, answering telephone and counter enquiries about disclosure and performing other services that are required to 
ensure that Office goals are met. The incumbent makes decisions regarding the sensitivity of information in police reports 
and statements to determine whether that information must be redacted. They work independently within the team to 
ensure adherence to Crown disclosure obligations under the law. 

Disclosure is a legal obligation of the Crown on all criminal files. Failure to provide complete disclosure well in advance 
of the trial date can result in the accused seeking remedies through applications by defence counsel for costs due to delay 
and/or to seek additional Charter remedies. In addition, the incumbent is the first line in ensuring confidential, privileged 
and sensitive information is not disclosed. 

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 �-

Management and organization of legal files and documents in preparation of the disclosure process by providing a 
complete file to an accused or defence counsel in accordance with legal requirements and knowledge of the 
Criminal Justice system. 

Activities: 
• Manages the disclosure process by reviewing and preparing documents to be scanned or electronically ingested

into LAW PreDiscovery program and Criminal e-File (CReF)
• Scans or electronically ingests new files and ensures files are available for disclosure to defence counsel in a

timely manner
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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 management. 

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, (;lh 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 

g

Manager 

Division Director/ADM 

Name Signature Date 
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