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NON-MANAGEMENT JOB DESCRIPTION 
POINT RA TING EVALUATION PLAN 

Woitllng Tille 
I Audio Clerk 

Posillan Numbet 

Piuent Class 
I New position

0epllD 

R1pC111a to POlltlon 
No., Cll1t & Level 

P,agl'lffl Code 

N1me 

I 

Mlnlsery 

Justice and Solicitor General 

R11ques1N Clau 
I Administralive Suppon S 

PURPOSE: Give a brief summary of the Job: covering lhe main responslblllles, the framework within which the Job hH lo operate and 
the main conlrlbullon to the 01'ganlzaUon (see Non-Management Job Oescripllon Writing Gulde P_!Rf! 7.S). 
Reporting to the Team Lead ofTranscripl Management Services, within the Court of Queen's Bench Brunch of Resolution 
and Court Administration Services1 this position is responsible ror the authorizing 1l1c release or court audio/log notes and 
previously produced tninscripts within established procedures and guidelines to pre-qualified contnicloJS (or the purpose or 
court transcript production, ond cus1omers ror the sale ortranscripts. This key role ensures business process compliance 
while meeting st11kc:holder needs. Contractors providing services to lntemal ond external stakeholde,s Rquire the release of 
court audio/log notes and previously produced tnmscrlpts in order to provide transcript services. This position also 
provides assistance to stakeholders and contrac:lors with inquiries on court transcripts. Strong communico1ion and 
diplomacy skills ore required for ongoing frequent co,uact with the judiciary. The T111nscript Monogement Office provides 
a governing role in overseeing the entire transcript delivery service process in Alberta while ensuring quality control ond 
excellent client service delivery. 

RESPONSIBILITIES AND ACTIVITIES: The purp011 of lht fob can be broken down In different responsibilities and end results. 
Each end raaull shows what the Job Is swiunlable for, within what fnlmewatk and what the added value Is. Nannaly e Job h111 4-8 core 
end results. For Heh end reault, appraxlmately 3-8 acllvftles ahould be described (see Writing Gulde Pages 1-10). 
Release or Court Audio, Log Noles ond Previously Produced Tntnscrlpt.s 
Coordinating and providing quality customer service In the release of court audio/log notes and previously produced 
transcripts 10 opproved pre-quolified contractors within established procedures, guidelines, timelines ond governing 
legislation. Facflilotcs the production of coun lnmscripts by: 

o Ensuring requests for all coun audio releases are appropriate and follow established procedures, guidelines and
timelines in releasing court audio to approved pre-qualified contractors.

o Delivering quality service when responding to all inlemol and extemol stakeholder requests, including on
independent judiciary.

o Ensuring requests for all previously produced transcript releases are appropriate and r ollow established procedures
and guidelines in releasing transcripts.

o Detennlning and verifying irthc transcripts conlain confidentiol infonnalion subject lo a publication ban.
o Releosing scaled and confidential court audio, ensuring proper access has been obtained {court order), and within

established procedures and guidelines lo approved pre-qualified contraclors.
o Retrieving old tr11J1scrip1S and court audio from semi active storage areas (Alberto Records Centre, Iron Mountain,

etc.) within established procedures and guidelines.
o Providing assistoncc to service providers in locating court audio incorreclly saved in For the Record (FTR.)

directories and liaising with Court Technology Services where necessary.
o Collecting the necessary slatistical information to aid with rcponing.
o Exercising judgement and discretion white managing and resolving issues efTecllvely; cscolating comple."t ond/or

sensitive issues to the Team Lead and Mano1ter and providing assistance upon request.
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RESPONSIBILITIES AND ACTIVITIES: The purpose of lhe Job can be broken down In dlffenml responllblHlies and end resulls. 
Each and rBsull ihows whal lhe job Is accountable for, wllhln what rramewortc and what lhe added value Is. Normally • Job has 4-8 core 
end Hllulla. For ■ac:h end ra&Ult. apptuxlmalely 3-8 actlvllle& should be daiCrlbed (see WriUng Gulde PtRP! Sl-10), 

o Addressing requests for Coun of Appeal records and participating in the nssignment 10 pre-qunlified resources for
prepnrotion.

Assbtian�e to Prc-Qualllied Controclon, Internal and External Stakeholders 
Coordinating and providing day-to-day assistDnce to pre-qualified contractors and intemal/cxcemal stakeholders during the 
process of requesting and producing cour1 transcripts by: 

o Providing assistance lo pre-qualified conlrnctors on business processes and required steps in relation 10 1he
compuler program in place.

o Trouble-shooting and problem solving with online processes and procedures in relation to the compuler program
in place.

o Providing ussishlnce to pre-qualified contractors with general inquiries on the Trnnscript Request 11nd Release
Guide and the Transcript Production Manual.

o Demonstralini; strong knowledge wilh established guidelines, manuals and lcglsl11tion governing the release of
coun infonnalion, nnd transcript production is criticnl. This role must ensure legislation os it pertains to
transcripts relating to Emersency Protection Order, Apprehension Orders, lnlerjurisdictional Support Orders,
Child Protection moners, Youth maners, and warrants {spccificnlly blood and feency warmnts) are strictly adhered
10.

o Exercising judgement and discretion while managing and resolving issues effectively; escalnling issues that arc
complex or sensitive lo the Team Lead 11nd Mon11ger and providing 11SSistance upon request

o Using strongjudgemenl and discretion when dealing with issues, and consideration is given when decision
making. Only lhose issues that arc sensitive or unusual will be escabned to the Team Lead and Manager.

o Providing assislance to inlemnl and exlemnl st11keholders wilh general transcript inquiries and exercising vigilance
ensuring any issues wllh confidence monitoring and/or quality oudlo ore flagged for review by the RCAS Audio
Quality Control and Assurance Coordin111or.

o Liaising nnd providing assistance to Coun Technology Services when required,

Lcglsla.tivc Rcq uircmenu: 
o Ensure compliance with the Recordi11g of E1•/d1mce Ac:t and olher reloted legislation, including lhc Pratcctlofl

Agait,st Family fllole11ce Act, /111elj11rlsdictio11al S11pport OrderJ Acr, Clrlld, Youtli a11d Family En/ram:emcml Act,
and the Cr/111/nal Code as It pe1111.ins to cour1 audio, log noles and transcripts.

0 

General Office Responsibllltles and duties 
Assist with the day-to-day operallonal responsibilities required by Tnmsc:ript Management Services lo ensure successful 
program delivery by: 

o Working well in a team environment by contributing positively, actively sharing infonnation, supporting team
decisions and respecting others per the Government of Alberta's Respectful Worlcplace Policy.

o Providing outslanding customer service assistance over the phone, via computer or in person.
o Contributing to a positive workln� environment by foslcrlng and maintaining positive working relationships with

coworkers, contraclors, in1emol and external stokcholdcrs.
o Striving 10 complete the workload and assisling with the overall worklood ofTranscript Manogemcnt Services.
o Providing assislonce in the assignmcnl of scheduling court repor1ers.
o Printing and binding hard copy tronscripls as required.
o Famlliorlzing self and olhers with procedures, guidelines, legislation/regulation, technology ond all materials

pertaining to the role.
o Undcrtoking position training, where requcs1ed, including providinu assistance and training 10 new s1an:
o Escalating concerns and issues to lhe Teom Leod ond Manager for resolution nnd providing assistance a.s

requested.
o Providing assistance in other areas and completing special projects as assigned
o Locating previously stored lnmscripts either electronically or manually.
o Where applic11ble, identifying the storage facility where the documents are localed, and nmmging for the transfer

of audio.
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RESPONSIBILITIES AND ACTJVmES: The purposa or the job can b1 broken down in dlfffll!nt reaponslbllllles and and 1'9sulls. 
Each end result shows whal Iha Job Is accounlable for, wllhln what framework and what lhe added valua Is. Normally a Job has 4-8 core 
end rasulls. For each and result, approximately 3-8 adlvlliea should be described (sea WIiting Gulde Pages 9-10). 

o Providing assistance wilh nny odditional odminislnltive or office duties 115 requested (e.g. opening and distributing
incoming moil),

SCOPE: LISI speeif'ic Information Iha! iUustral111 the challenges, problem 101vln9 •nd creativity requiraments and decl&lon making 
capaclly or the poslllon. Also ldenury the Internal or extemal areas the Job Impacts (Ne Wrillng Gulde Pagfl 11-12). 

This position perfonns an Important function in the process oflrnnscrlpt delivery, and hos 11 signitic11n1 role In ensuring che 
overall success, image nnd credibility of the service delivery model, This work hes a direct Impact on the ability of 
contractors ta produce court lrunscripts. Stakeholders requiring these services MC members of the public, legal proression 
including provincial and federal crown, corrections, aovcmment agencies, police agencies, coun personnel and the: 
judiciary. Lack of services or delayed services will �suit In delays 10 court proceedings and directly impacts valued 
stakeholders. Further, lock or services or deloyed services also directly impacts the proper access 10 justice for litigants and 
accused persons, and nega&ively lmpacls lhe Integrity of the court system, the judiciary, and Ministry. 

• Due lo the legol natun: or documents 11nd audio prepared by lhe incumbent, and tho fnr-rc11ching impacts, the highest
degree ofoccuracy and attention lo detail must be maintained in the overnll work of 1llls position.

• Due the diversity in she types or matters that arise, lhls position requires up to dote knowledge or various legislation,
and limitations that may impact the delivery of transcript strvices.

• Integrity and accuracy is imperative to verity and to support the Ministry's action and octivith:s.
• The diversity of functions requires tlu: ability lo manage light limclincs and prioritize II divc:rsc: workload.
• Requires the ability to support slofT responsible for II variety or functions to ensure consistency with Alberto TMS

policies nnd procedures.
• This function is also responsible for building and enhancing relntionships with inlemal ond extemnl groups; facilitating

coopemtion and lhe sharing of knowledge within and across lhe Minislr)'.
• The position e,cercises considerabh:judgemcnt and works independently in canying out day-to-day operations.
• The position has significant contact with individuals from other divisions, Minislries, and the public. lllc position

e.tplains and provides Information os requested.

A high level or independent action and thoughl is required in the day lo day complc1lon of work. As 11 reprcsi:ntativc 
Resolution nnd Coun Adminislmtion Services, the position needs lo havi: o constant focus and commitment in ensuring a 
high level of nccuracy and quality is maintained. 

Deina orComptcxlty 
A good working knowledge Is required of the guidelines and legislation governing the release of coun inf onn11tion, 
manuals and legislation govemin; the production of court tnmscripts and appeal records. A sound working knowledge of 
the technologies applied in the release of court infonnalion. court transcripts and appeal records. 

Decision Making 
Within lhc scope of tr.lining and knowledge, this position is expected to independently use sound judgment in deciding 1he 
most expedient melhods ortumdling the day-to-day emergent si1uations. Comploin1s, issues and complex matters that go 
beyond the scope of the individual's expertise or authority, or matters which moy be sensitive to the Ministry or Judiciary 
will be referred 10 the Team Leud and Manager. 

Phy1h:11I Demands 
Can involve long periods or sining while utilizing 11. computer. Work can be or o repetitive nature. Heavy man1.111I work 
may be required when pocking and moving records. 

Cover-off and bock�up duties 
Provides cover-off and bock-up support far 011,cr audio clerk support staff in Tnmscript Management Services, the 
Provincial Scheduler, ond Team Lead as rcauircd. 
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KNOWLEDGE. SKILLS & ABILITIES: Include lnfonnallon on raqulred diplomas and degrees along with ldenUfying Illa mosl 
Important knowledge '8dai., Including knowledge about practlcal pracadurH, edmlnlstralnle, technical or profanlonal techniques, 
technical, schsnttric or program related processes, etc. Detail tpecmc: training If thens Is an oc:cupatlonal ceftlllcaUonfreglstrallon 
requirement for the pc111lllon. Specify the type of experience required ror the poalllon (aee Wrillng Gulde pagg 12-14), 
This position requires an in-depth knowledge of the court system in Alberta, and &he pructises and legislation in relation to 
the appropriate n:lwe or court information, tronscript and regulations in order to properly and accurately release court 
audio and provide usisrance to pre-qualified contractors and stnkeholders. Familiarity with FTR. digital recording used to 
capture court audio and 101 notes is r�uired. A workini; knowledge of processes governing role associated technologies 
with the ability to independently troubleshoot and problem-solve is required. A suong working knowledge of Coun of 
Appeal requirements in the preparation or appeal records is also required. 

Strong communication skills with a focus on providing quality service delivery ore required to Internet successfully with 
the wide variety of internal and external stakeholders. A professional, responsive, diplomatic and 111ctful approach is 
essential in creating nnd maintoining D positive working relationship with key stakeholder groups. The obilily to read and 
interpret lnrormation quickly is essential. The abilily to work independently within established guidelines, procedures, 
practices and timelines is required. This position exercises judgement to determine tbe appropria1e process lo follow for D 
variety or situations. 

Intermediate knowledge of the following internal computer systems ore required to properly and accurately complete job 
duties: JOIN, CASES, TMS Database, OroupWise, FTR, MyAgent and E-Prep (is considered an assel}. 
Sound working knowledge of MS Office Suite (Word, Excel) and olher Windows based programs. Advanced compu1er 
skills are required. 

• Minimum of three years' experience preferably in a provincial government capacity with audio clerk experience.
• Excellent organizutionnl and time mnna�ement skills.
• Effective Inter-personal and n:lodonship building skills.
• Strong verbaVwritten communication skills.
• Proficient in the use of MS Office programs (Word, Excel, etc.) and fnmiliorily with FTR.
• Able lo work effectively bolh as a team member and Independently.
• Good understanding of govcmm1mt and Ministry structure, policies nnd procedures and lnilinlives within the

Ministry, and the Province.
• Strong office administration skills.

Compclenclcs: (Based on the APS Competency Model) 

Systems Thlnkin1: Understands how work contributes lo the achievement of department goals. Anlk:ipales change in 
own area based on activities in other areas. Understands how the services, activities and actions of the APS add value for 
clients and stakeholders. 
Creative Problem Solvlag: Uses or adapts existing processes or products to address both new and old problems. 

AgUlly: Sees the need and readily steps into co-worker5 lasks lo help out when needed. Is open to new or diverse ideas, 
and to doingthinss in o new way. 

Drive for Results: Sets goals and prioritizes work lo accomplish them. Follows through on duties and IDsks and reports 
on progress. Models APS values, nnd considers them when making decisions. Operates consistently using the APS 
values, letting them guide behaviour. 

Develop Networks: Seeks to undcrst1111d lhe perspectives and needs of colleagues. clients and stakeholders. Understands 
that stakeholder relationships are key iniliative success. 

Bulld Colloborutil'I! Environments: Identifies ways lo support and encourage group members in accomplishing their 
tasks. 

Develop Sclfnad Other1: Tokes on uclive role in own career development. Creates n pion for development with the help 
orthcir suocrvisor. Seeks out and positively accepts constructive feedback. 
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CONTACTS: ldenUfy lhe main canlllcla lhe position communlcatea with and the purpose or&ha communlc::atlon (See Wrltlng Gulde 
Peatt 14-j». 
Ex1em1I - This position will communicalc daily wilh pre-qualified contractors requesting release of court 11udiollog notes 
and previously produced transcripts. 

External -This posi1ion will provide doily o.ssistance on general inquiries from external stnkcholdersj members of tlu: lc:pl 
profession, law firms, public, police agencies, and other government agencies. Concerns o.nd issues Identified need to be 
referred fo the Team Lead and Manager for re.solution. 

lnteinol - This position will provide daily assistance on general Inquiries from internal stakeholders; coun office mimo;ers, 
supervisors and court staff. legal counsel, crown prosecutors, Court Technology Services,judiciary andjudiciol staff, and 
other professionals widlin siovcmmcnl. 

SUPERVISION EXERCISED: Lisi poslllan numbers, dlll IIU11, and working tllles of positions directly 1up11MS1d (SH Wfltlng 
Gulde Pf Pl 1§1 
None. 

CHANGES SINCE LAST CLASSIFICATION REVIEW: Identify 1lgnllcanl changes, lhat have lmpadttd lhe respanslbiiUes 
aulgned lo your p011Uan since Ute 11111 review (see Wrillng Guida fi911 J.i:SIJ 
This is a new posilion. 

ORGANIZATION CHART: All organlz■Uon chart lhal lncludts ■upelYlaor, peen and staff MUST ba auac:tied (tH Wrillng Guldt 
e,a,,n. 

Th/5 lnlonnaUon Is being callor:ted under th■ 11uthorlty al S■r:Uon 10 of Utt Public Service Act and wlU be used to 1Uocat, 
positions within• r:lasslllcaUon plan and to m1n11ge the Alberta govemm,nf human resourns pmgram. U you have 11ny 
quesUons 1'1out lh• collec:tJon of rhls lnfonn,Uan. contact Uul Job Evalu■llon Unit, 6111 Floor, PHCfl HUis T,ust Tow,,; 100ft - 109 
sw,t, Edmonton, AIMrte, T5J 3S1, phone 7SOl40B.S400 or cont11r:t your Ministry Humen Resourc• Office. 

Signatures 

The slgnatunis belaW lndh:ale that lhe Incumbent, manager and division director/ACM have read, discussed and agreed lhal Iha 
1nronnallon accuralely ranlds the WOik assigned (see WrKlng Gulde Pag■ 1&) 

Incumbent 

.. Manager 

Dfvlalon D1,-clorJADM 
-•�'(>�' .,_..,_ .. >=< __ -� 

... 1111 

-
- ..----,----

1 .,, • 
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