
Job Description 

Public (when completed) 

Ministry 

!Justice

I Describe: Basic Job Details 
Position 
Position ID 

Position Name (200 character maximum) 

ALP - Policy and Divi siona l Support Coordinator 

Requested Class 

I Program S ervices 3 

New 

Job Focus Supervisory Level

!corporat e S ervices
��------------------�

.-"'-----'-"-'--'-'-''-c_o _de� �C_os_ t _C_en_t_re ___ 
� 

Program Code: (enter if required)

�---� �'62_6_46_9 __ � �------� 
Employee 
Employee Name (or Vacant) 

Organizational Structure 
Division, Branch/Unit 

'---IA_d_m_ i_n_s_tr_a_t_iv_e_L_a_w_P_r_o_,,,g_ra_m_s _-_AM_D_O ______ ___,I 
0 Current organizational chart attached?

Common Government 

Supervisor's Position ID Su ervisor's Position Name 30 characters Supervisor's Current Class 

L..15_0_10_1_2_9_6 ____ �1 L..L_eg�a_ l _ C_o_u _n_s e_ l_ l _s s_u_ e_s ______ ____,j '---L_e-=gc....a _l _C _o _un_ s _e_l __________ �I
!Design: Identify Job Duties and Value
Job Purpose and Organizational Context
Why the job exists: 

As part of the Administrative Law Programs Division (ALP), the Divisional Support Services Branch 
provides policy, strategic and other supports to the division's tribunals and other branches as they promote 
fairness and efficiency in public safety and the justice system. By addressing a wide array of legal issues 
outside of the courts, ALP focuses on fast-tracking justice, reducing strain on resources, and improving the 
accessibility of the justice system generally. 

ALP division is responsible for overseeing programs that provide alternatives to traditional court processes, 
including Alberta Human Rights Commission, Family Support Order Services, and SafeRoads Alberta. ALP 
strives to ensure a fair and equitable justice system, while improving accessibility, efficiency and affordability 
of justice services for Albertans. The division operations in a complex legal environment operating a broad 
range of programs across multiple areas of law and with different statutory frameworks. The division works to 
support procedural fairness and provide opportunities for diversion of matters outside of traditional court 
processes. This broad scope includes oversight of independent and/or impartial tribunals as well as more 
traditional government programs. 

GOA12005 Rev. 2025-03 Page 1 of 7 











Develop Self and Others 00@00 

Benchmarks 

List 1-2 potential comparable Government of Alberta· Benchmark 

GOA12005 Rev. 2025-03 

• Identifies alternative
approaches and supports
others to do the same
• Proactively explains
impact of changes
• Anticipates and
mitigates emotions of
others
• Anticipates obstacles
and stays focused on
goals
• Makes decisions and
takes action in uncertain
situations and creates a
backup plan

Plans according to career 
goals and regular 
development: 
• Aligns personal goals
with career goals
• Leverages strengths;
attempts stretch goals
• Provides feedback and
openly discusses team
performance
• Values team diversity,
and supports personal
development
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