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KNOWLEDGE, SKILLS & ABILITIES: Include information on required diplomas and degrees along with identifying the most 
important knowledge factors, including knowledge about practical procedures, administrative, technical or professional techniques, 
technical, scientific or program related processes, etc. Detail specific training if there is an occupational certification/registration 
requirement for the position. Specify the type of experience required for the position (see Writing Guide Pages 12-14). 

• Strong communication skills. including oral. written. and active listening.
• Focus 011 serving Albertans and providing support and information to the general public in a calm. respectful. and

inrormativc manner.
• Flexible and dynamic to accommodate changing tasks and roles in a fast-paced environment.
• Ability to communicate and build relations with stakeholders. staff. Albertans. and collaborators.
• Capacity to work well in a team environment: sharing information. suppo11ing team efforts. and assisting with the

workload of others whenever possihlc.
• Ability to work \\'ith others to get their ideas on issues. situations. problems. and potential opportunities.
• Ability 10 use a variety or communication toob to work effectively in a virtual team environment.
• Ability to talk through a problem \\'ith team members to get their perspel:tive. another viewpoint. develop insight.

and identiry priorities.
• Determine multiple options to meet a specific need. considering immediate and ·big picture· implications.

CONTACTS: Identify the main contacts the position communicates with and the purpose of the communication (See Writing Guide 
Pages 14-15). 

Internal Contacts: Resolution Services management, team leads. co-workers. the judiciary, and other government 
professionals. Daily contact with the Resolution Services direct supervisor to exchange information and receive tasks. 

External Contacts: This position is in direct contact with Albertans. staff and external service providers. Support staff will 
also interact with agents. members of the legal communitv, enforcement a�encics, and members of the public. 

SUPERVISION EXERCISED: List position numbers, class titles, and working titles of positions directly supervised (see Writing 
Guide Page 15) 

I Not applicable. 

I
I 

CHANGES SINCE LAST CLASSIFICATION REVIEW: Identify significant changes, that have impacted the responsibilities
. assigned to your position since the last review (see Writing Guide Pages 15-16). 

ORGANIZATION CHART: An organization chart that includes supervisor, peers and staff MUST be attached (see Writing Guide 
Page 17). 

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 Job Evaluation Unit, 6

111 
Floor, Peace Hills Trust Tower, 10011 - 109

Street, Edmonton, Alberta, T5J 3S8, phone 780/408-8400 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 (see Writing Guide Page 16) 

Incumbent 
Name Date 

Manager  
Name Date 

Division Director/ADM 

Name Soa1e 

 


