
bJta JOB DESCRIPTION 

POINT RATING EVALUATION PLAN GOVERNMENT OF ALBERTA 

Working Title 

I Court Coordinator
Name 

Position Number Division, Branch/Unit Ministry 

 Child Intervention Children's Services 

Reports to Position No., Class & 
Level 

 

Present Classification Requested Classification 

I I 

Dept ID Program Code Project Code (if applicable) 

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 purpose of the position is to provide Family Court services for Central Region (and other regions upon request), by 
presenting the Region's child intervention cases in Central docket court, ensuring accepted practices are observe. 

The client groups most impacted by the activities of the court coordinator are caseworkers, casework supervisors, 
managers and clients involved with the Children Services. Area of responsibility will include supporting Children's 
Services applications in all the Provincial Courts sites in the Central Region. 

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 �-

• Prepare the intervention cases for presentation in Provincial Family Court by gathering the appropriate
documentation and information.

• Consult with intervention workers and supervisors to review the evidence and legal documentation.
• Review all legal documentation for accuracy and compliance. Identify all errors, and create and maintain

systems to have documentation returned for corrections to Child Intervention Practitioners and Supervisors.
Create solutions with supervisors and managers to improve court related issues.

• Assist staff to file all legal documentation with the Court Clerk's office on behalf of all staff in the Region.
Either file directly on behalf of staff or assist staff with process of filing with the courts.

• Introduce and present the Director's applications in Docket Court, including the presentation of evidence by
way of affidavit and direct examination of witness. Defend the Director against legal arguments in Court and
represent the Director's legal requests in the absence of assigned counsel.

• Present affidavit evidence in court to support requests for substitutional service, service ex-juries, withdrawals,
and consent matters in Docket Court.

• Assist Child Intervention Practitioners with the presentation of evidence in support of ex-parte applications
during Docket Court, when required. However, Court workers should be prepared to present information on
behalf of the Child Intervention Practitioners to alleviate the need of their attendance to docket court.

• Provide advice and interpretation of court procedure, policies and practices to Child Intervention Practitioners,
Supervisors, Managers and other Ministry staff.

• Make referrals for legal representation to the Family Law Division of the Department of Justice once clients
have obtained legal representation.

• Liaise and consult with the Court Administration, Judges, Family Law Lawyers and Defense Lawyers, Court
Clerks, and Ministry staff in relation to court related matters.

• Arrange for advertisements to be placed in newspapers/social media (or other means identified by the court)
when ordered by the court, and complete appropriate affidavits, prior to a court order being obtained.

• Track judgements/court outcomes from the Judiciary that have significant implications to Ministry staff and
share with appropriate staff.
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Contacts: 

• Liaise with Family Court judges
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• Individual Zone Managers - to plan and provide expertise, education and support
• Regional caseworkers to provide expertise, training, education and support
• Work closely with Family and Surrogate Court Litigation (FASCL) lawyers

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

The position does not currently supervise any employees. 

., II 

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 PRE�. 

There is a need of designated Court Coordinator to support the region with court matters. The position is being re-titled 
with an updated JD to fulfill the need and align with the best practice(s) across other regions within the Ministry. 

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 classlflcatlon 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, 6th Floor, Peace HIiis 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 �_____ _ 
Name 
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Date 

 

 




