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Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Position Name (30 characters)

Caseworker
Current Class

 Program Services 1 

Agency (ministry) code Cost Centre Program Code: (enter if required)

Employee

Employee Name (or Vacant)

Organizational Structure

Update

Position ID

Job Focus

Operations/Program
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

SSII, CPSS/Victims of Crime Assistance Program
Supervisor's Current Class

 Program Services 4 

Supervisor's Position ID Supervisor's Position Name (30 characters)

Caseworker Supervisor

Ministry

Public Safety and Emergency Services

Design: Identify Job Duties and Value

Date yyyy-mm-dd

2025-04-04

Changes Since Last Reviewed

Responsibilities Added:

N/A - update to template only

Responsibilities Removed:

N/A- update to template only

Job Purpose and Organizational Context

Why the job exists:
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Responsibilities

Job outcomes (4-6 core results), and for each outcome, 4-6 corresponding activities:
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Problem Solving

Typical problems solved:

Types of guidance available for problem solving:
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Direct or indirect impacts of decisions:

Key Relationships

Major stakeholders and purpose of interactions:

Required Education, Experience and Technical Competencies

Job-specific experience, technical competencies, certification and/or training:

Education Level

Diploma (2 year)
Focus/Major

Law
2nd Major/Minor if applicable

Public Administration
Designation

Other
If other, specify:

Training in legal, health, and/or public administrative processes is an asset.



GOA12005  Rev. 2022-11 Page 6 of 8

Behavioral Competencies

Pick 4-5 representative behavioral competencies and their level.

Competency
Level 

A    B    C    D    E
Level Definition

Examples of how this level best 
represents the job

Systems Thinking Takes a long-term view 
towards organization’s 
objectives and how to 
achieve them: 
• Takes holistic long-term
view of challenges and
opportunities
• Anticipates outcomes
and potential impacts,
seeks stakeholder
perspectives
• Works towards actions
and plans aligned with
APS values
• Works with others to
identify areas for
collaboration

Systematic reasoning will 
enable you to complete the 
processes within your team 
and incorporate operational 
efficiencies wherever 
appropriate. Uses a holistic 
approach to inform decision 
making.

Creative Problem Solving Engages the community 
and resources at hand to 
address issues: 
• Engages perspective to
seek root causes
• Finds ways to improve
complex systems
• Employs resources from
other areas to solve
problems
• Engages others and
encourages debate and
idea generation to solve
problems while
addressing risks

Identify issues, and learn 
how to mitigate risks of 
recurring issues. Contribute 
to streamlined 
administrative processes 
while ensure accuracy and 
timely completion. 
Troubleshooting skills will 
enable you to solve issues as 
they arise.

Develop Self and Others 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

Strong initiative to enhance 
your own competencies will 
enable you to increase your 
competencies, as well as 
contribute, support and 
improve collaborative 
opportunities of an 
adjudicative team to ensure 
excellence in service 
delivery and operational 
efficiency
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Agility Works in a changing 
environment and takes 
initiative to change: 
• Takes opportunities to
improve work processes
• Anticipates and adjusts
behaviour to change
• Remains optimistic,
calm and composed in
stressful situations
• Seeks advice and
support to change
appropriately
• Works creatively within
guidelines

Strong ability to identify and 
contribute to improvements 
intended to enhance the 
Victims of Crime Assistance 
Program. 

Incorporate new or modified 
business processes to better 
serve victims of crime.

Build Collaborative Environments Collaborates across 
functional areas and 
proactively addresses 
conflict: 
• Encourages broad
thinking on projects, and
works to eliminate
barriers to progress
• Facilitates
communication and
collaboration
• Anticipates and reduces
conflict at the outset
• Credits others and gets
talent recognized
• Promotes collaboration
and commitment

Communicate and 
collaborate with various 
victim stakeholder groups 
to better understand 
victim needs. 
Effectively and 
respectively manages 
conflicts. 
Uses a trauma informed 
lens for all 
communication.

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

021PS77 - Student Funding Advisor, Advanced Education, Knowledge DI2 152, Problem Solving-29%, 
Responsibility-R1 50, Total Points 245 
021PS81 - Web Liaison Officer, Agriculture and Forestry, Knowledge D+I1 152, Problem Solving-29%, 
Responsibility-R1 50, Total Points 245
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Assign

The signatures below indicate that all parties have read and agree that the job description accurately reflects the work assigned and 
required in the organization.

Employee Name Date yyyy-mm-dd

Supervisor / Manager SignatureDate yyyy-mm-ddSupervisor / Manager Name

Director / Executive Director SignatureDate yyyy-mm-ddDirector / Executive Director Name

ADM SignatureDate yyyy-mm-ddADM Name

DM SignatureDate yyyy-mm-ddDM Name

Employee Signature


