
Job Description 

Public (when completed) Common Government 

Ministry 

!Education and Child Care

!Describe: Basic Job Details
Position 
Position ID 

Current Class 

I Human Services Worker 4 

Update 

Position Name 30 characters 

Child Care Licensing Officer 

�Jo_b_F_o _c _us __________________ � �S�up�e _rv_is_o�ry_L_e _ve_ l ________________ � 
l�o�p _e _ra _t _io_n_s_/_P_ro�g�ra_m ____________ �I �lo_o_-_N_o_S_u�p_e_rv_1_·s _io _n ____________ 

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

l�- -

l�c_h_il_d _C_a _re_D_e v_e_ry�-------------�I D Current organizational chart 

�S---'
up'-e _rv_is_o _r's_P_ o_s _iti _on_lD_� Supervisor's Position Name (30 characters) Supervisor's Current 

I�------� �-------------� I Human Services Worker 

!Design: Identify Job Duties and Value
Job Purpose and Organizational Context
Whv the iob exists: 

■ Licensing Officers are sub-delegated to exercise the powers and duties of the Statutory Director under the Early

Learning and Child Care Act, Child Care Licensing Regulation and in accordance with the Early Leaming and

Child Care Policy and Procedures Manual. This includes licensing and monitoring of licensed child care

programs, intake, investigations and supports for inclusive child care. The responsibilities of the role are inter

related with Federal, Provincial and Municipal legislation.

■ In determining compliance Licensing Officers take a strength based approach to assess programs, investigate

complaints and incidents, and establish if compliance to the Act and Regulations are met. When non-compliance

is identified, Licensing Officers evaluate the level of risk to children and issue appropriate enforcement actions.

Licensing Officers are responsible for the completion of all required and corresponding documentation while

ensuring all information is accurately updated into the Child Care Information System.

■ Licensing Officer's collaborate with child care programs to enhance knowledge, provide resources and promote

understanding of the Early Learning and Child Care Act and Early Leaming and Child Care Regulation. Duties

are carried out in a respectful, consistent, collaborative and transparent manner following the Guiding Principles

with the goal of best outcomes for children and families in our Province while supporting programs to build

capacity in delivering inclusive quality child care.
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■ Political environment within which the Ministry operates

Skills & Abilities:

■ Assessment skills/ analytical.
■ Conflict resolution, mediation, negotiation.
■ Ability to work independently within a team focused environment.
■ Critical thinking, problem resolution and decision making.
■ Consultation and collaboration.
■ Receive and provide feedback.
■ Research, data collection.
■ Planning and facilitation to conduct collaborative processes to address child care programs, children's and

family's needs.
■ Leadership skills, including team building, motivating and influencing.

■ Community liaison/relations.
■ Public relations and communication skills - to provide consultation and address public and private groups.
■ Strong written and verbal communication skills to respond to concerns, information requests from parents,

applicants, community members, licence holders, program staff and unlicensed child care operators.
■ Organizational/ time management skills.
■ Consultative skills to provide advice and direction to influence the actions of licence holders, program staff and

unlicensed child care operators.
■ Conflict resolution skills to work in complex, politically sensitive situations.
■ Ongoing change management.
■ Engagement I relationship building / mediation skills.
■ Computer skills.
■ Presentation skills.
■ De-escalation techniques, personal safety.
■ Crisis management skills.
■ Court procedures (Queen's Bench).
■ Risk management to reduce the negative impact on children receiving child care.

Behavioral Competencies 

Pick 4-5 representative behavioral competencies and their level. 

Competency 
Level 

Level Definition 
A B C D E 

Creative Problem Solving 00000 

Build Collaborative Environments 00000 

Systems Thinking 00000 

Agility 00000 

Drive for Results 00000 

Develop Self and Others 00000 

Develop Networks 00000 

Benchmarks 

I 

Ust 1-2 poto,tial compara�e Gm,emme,t o1 /Yberte 
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Examples of how this level best 
represents the job 
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