Government

of Alberta m
NON-MANAGEMENT JOB DESCRIPTION
POINT RATING EVALUATION PLAN
Working Tille Name
| Audio Clerk I 1
Reports fo Position
Position Number  No., Class & Leve) Minstry
Justice and Solicitor General
Present Class Requesled Class
| New position | Administrative Support 5 |
Dept 1D Program Code Projact Coda (4 eppicaie)

PURPOSE: Give  briaf summary of tha job; covering the main responsibilities, the iremework withln which the job has lo operata end
the main contribution lo the organlzallon (see Non-Management Job Descriplion Wriling Gulde Pages 7-8).

Reporting to the Tesm Lead of Transcript Monagement Services, within the Court of Queen's Bench Branch of Resolution
and Court Administration Services, this position is responsible for the authorizing the release of court audio/log notes and
previously produced transcripts within established pracedures and guidelines to pre-qualified contractors for the purpose of
court transcript praduction, and cusiomers for the sale of transcripts. This key role ensures business process compliance
while meeting stakeholder needs. Contractors providing services to intemal and extemnal stokeholders require the release of
court audio/log notes and previously produced transcripts in order to provide tronscript services. This position also
provides assistonce to stakeholders and contractors with inquiries on court transcripts. Strong communication and
diplomacy skills are required for ongoing frequent contact with the judiciary. The Tronscript Management Office provides
a governing role in overseeing the entice transcript delivery service process in Alberta while ensuring quality control and
excellent client service delivery,

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down In diiferant responsibilities and end resuils.
Each end rasult shows whal tha job Is accouniable for, within what {ramawork and what the added value Is. Normally a Job has 4-8 core
end rasults. For sach and result, approximately 3-8 aclivities should be described (ses Wriling Guide Pages $-10).
Relcase of Court Audio, Log Notes and Previously Produced Transeripts
Coordinating and providing quality customer service in the release of court audio/log notes and previously produced
transcripts to approved pre-qualified contractors within established procedures, guidelines, timelines and governing
legislation. Facilitotes the production of court transcripts by:
o Ensuring requests for all court sudio releases are appropriate and follow established procedures, guidelines and
timelines in releasing court audio o approved pre-qualified contractors.
o Delivering quality service when responding to all internal and external stakeholder requests, including an
independent judiciary.
o Ensuring requests for all previously produced transcript releases are sppropriate and follow established procedures
and guidelines in releasing transcripts.
© Determining and verifying if the transcripts contain confidential information subject to a publication ban,
o Releasing sealed and confidential court audio, ensuring proper access has been obtained (court order), and within
established procedures and guidelines to approved pre-qualified contraclors,
o Retrieving old transcripts and court audio from semi active storage areas (Alberia Records Centre, fron Mountain,
elc.) within established procedures and guidelines.
o Providing assistance to service providers in [ocating court audio incormrectly saved in For the Record (FTR)
directories and liaising with Court Technology Services where necessery.
o Collecting the necessary statistical information to nid with reporting.
o Exercising judgement and discretion while managing and resolving issues effectively; escalating complex and/or
sensitive issues to the Team Lead and Manager and providing assistance upon request.
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RESPONSIBILITIES AND ACTIVITIES: The purpose of lhe job can be broken down in differan! responsibifilies and end resutts.
Each and resull shows whal (he job is accountable for, wilhin what framework and what the added value is. Normatly a job has 4-8 core
end resulls. For sach end result, approximately 3-8 aciivilles should be desciibed (see Writing Gulde Pages 9-10).

o Addressing requests for Court of Appeal records and participating in the assignment to pre-qualified resources for
preparation.

Assistance to Pre-Qualificd Cantractors, Internal and External Stakcholders
Coordinating and providing day-10-day assistance to pre~qualified contractors and internal/external stakeholders during the
pracess of requesting and producing court transcripts by:

o Providing assistance to pre-qualified contractors on business processes and required steps in relotion (0 the
computer program in place.

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

o Providing assistance to pre-qualified contractors with general inquiries on the Transcript Request and Release
Guide and the Transcript Production Menuol.

o Demonstrating strong knowledge with established guidelines, manuals and legislation goveming the release of
court information, and transcript production is critical. This role must ensurc legislation as it pertains to
transcripts relating to Emergency Protection Order, Apprehension Orders, Interjurisdictional Support Orders,
Child Protection matters, Youth matters, and warmnts (specifically blood and feeney warranls) are strictly adhered
to.

o Exercising judgement and discretion while managing end resolving issues effectively; escalating issues that are
complex or sensitive to the Team Lead and Manoger and providing sssistance upon request.

o Using strong judgement and discretion when dealing with issues, and consideration is given when decision
moking. Only those issues that are sensitive or uausual will be escalated to the Team Lead and Manager.

o Providing assislance to intenal and extermnal stakeholders with general transcript inquiries and exercising vigilance
ensuring any issues with confidence monitoring and/or quality audio are flegged for review by the RCAS Audio
Quatity Control and Assurance Coordinator.

o Linising and providing assistance to Court Technology Services when required.

Legislative Requirements:

o Ensure compliance with the Recording of Evidence Act and other related legislation, including the Prorection
Against Family Violence Act, Interjurtsdictional Support Orders Act, Child, Youth and Family Enhancement Act,
and the Criminal Code es it pertains to court audio, log notes and transcripts,

o

Gencrat Office Responsibllitics and duties
Assist with the day-to-day operational responsibilities required by Transcript Management Services to ensure successful
program delivery by:
o Warking well in a team environment by contributing positively, actively sharing information, supporting team
decisions and respecting others per the Government of Alberta's Respeciful Workplace Policy.
Providing outstanding customer service assistance over the phone, via computer or in person.
Contributing to a positive working environment by fosicring and maintaining pasitive working relationships with
coworkers, contractors, internol and externol stakelholders.
Striving to complete the workloed and assisting with the overall workload of Transcript Management Services.
Providing assistance in the assignment of scheduling court reporters.
Printing and binding hard copy transcripts as required,
Familiarizing self and others with pracedures, guidelines, legislation/regulation, techinology ond all materials
perwining to the role.
Undertaking position training, where requesied, including providing assislance and training 10 new stafT.
Escalating concems end issues to the Team Lead and Manager for resolution and providing assistance as
requested.
o Praviding assistance in other areas ond completing special projects as assigned.
Locating previously stored transcripts either electronically or manually.
o Where applicable, identifying the storage facility where the documents are localed, and amanging for the transfer
of audio.

o 0o0co0oo0 oo
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RESPONSIBILITIES AND ACTIVITIES: The purposa of tha job can be broken down in different responsitilies and end resulls.
Each end resuit shows what the job is accountable for, wilhin whal framework and what the added value Is. Normally a job has 4-8 eore
end results. For each and result, approximately 3-8 aclivities should be descibed (see Wiiting Gulde Pages 9-19).

o Providing assistance with any additional administrative or ofTice duties as requested (e.g. opening and distributing
incoming mail),

SCOPE: List specific Information (ha! illustrates the chellenges, problem coiving and craslivity requirements end decislon meking
capaclly of the pasition. Aleo identlfy the Inlemal or exiernal areas tha job impacts (see Wrillng Guide Pages 11-12).

This position performs an important function in the process of transcripl delivery, and has a significent role in ensuring the
overall success, image and credibility of the service delivery model. This work has a direct impact on the ability of
conlractors to produce court transcripts. Stakeholders requiring these services are members of the public, legal profession
including provincial and federal crown, corrections, government agencies, police agencies, court personnet and the
judiciary. Lack of services or delayed services will result in delays to court proceedings and directly impacts valued
stekeholders. Further, fack of services or delnyed services also directly impacts the proper access to justice for litigants and
nccused persons, and negatively impacts the integriry of the court system, the judiciary, and Minisiry.

e Due 10 the legal nature of documents and audio prepsred by the incumbent, and the far-reaching impacts, the highest
degree of accuracy and attention (o detail must be maintained in the overall work of this position.

s Due the diversity in the rypes of matters that arise, this position requires up to date knowledge of various legislation,
and limitations that may impacl the delivery of transcript services.
Integrity and accuracy is imperative to verity and (o support the Ministry’s action and activitics,

o The diversity of functions requires the ability to inanage tight timelines and prioritize a diverse worklosd,
Requires the ability to support stafT responsible for a variety of functions to ensure consisiency with Alberta TMS
policies and procedures.

» This function is also responsible for building and enhancing refationships with internal ond external groups, facilitsting
cooperation and the sharing of knowledge within and across the Ministsy.
The position exercises considerable judgement and works independently in carrying out day-to-day operations.
The pasition has significant contact with individuals from other divisions, Ministries, and the public. The position
explains and provides information as requested.

A high level of independent action and thought is required in the day (o day completion of work. As o representative
Resolution and Court Administration Services, the position needs (o have a constant focus and commitment in ensuring a
high level of accuracy and quolity is maintained.

Degree of Complexity

A good working knowledge is required of the guidelines and legislation governing the release of court information,
manuals and legislation governing the production of court transcripts ond appeal records. A sound working knowledge of
the technologies opplied in the release of court information, court transcripts and appeal records.

Decision Making

Within the scope of training and knowledge, this position is expected to independently use sound judgment in deciding the
most expedicnt methods of handling the day-to-day emergent situations. Complaints, issues and complex matiers that go
beyond the scope of the individual’s expertise or suthority, or matters which may be seasitive to the Ministry or Judiciary
will be referved to the Team Lead and Manager.

Physical Demands
Can involve long periods of sitting while utilizing a computer. Work can be of a repetitive nature. Heavy manval work

may be required when packing and moving records.

Cover-off and back-up duties
Provides cover-off and back-up support for other audio clerk support staff in Transcript Management Services, the
Provincial Scheduler, and Team Lead as required.
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KNDOWLEDGE, SKILLS & ABILITIES: Include information on required dipiomas and degreas along with identfying the mos{
important knowledge faciors, Including knowledge about practical pracadures, administrative, lechnical or professional techniques,
{echnical, sclentific or program related pracesses, ele. Delsl spacific tralning if (hefe ls an occupational cetification/regisiratian
requlrament for the pasilion. Specify the type of experience required [or the posilion (see Wiiting Guide Pagag 12-14),

This posilion requires an in-depth knowledge of the court system in Alberta, and the practises and legislation in relation to
the appropriate refease of court information, transcript and regulations in order to properly and accurately release court
audio ond provide assistance 1o pre-qualified controctors and stokeholders. Familiarity with FTR digital recording used to
capture court audio and log notes is required. A working knowledge of processes governing role associsted technologies
with the ability to independently troubleshoot and prablem-solve is required. A strong working knowlcdge of Court of
Appeal requirements in the preparation of sppeal records is also required.

Strong communication skills with a focus on providing quality service delivery are required to interact successfully with
the wide variety of intemnal and external stakeholders. A professional, responsive, diplomatic ond 1actful approach is
essential in creating and maintnining a positive working relationship with key stakehalder groups. The ability to read and
interpret information quickly is essentiol. The ability to work independently within established guidelines, procedures,
practices and timelines is required. This position exercises judgement to delermine the appropriate process to follow for a
variety of situstions.

Intermediate knowledge of the following internal computer systems nre required to properly and accurately complete job
duties: JOIN, CASES, TMS Database, GroupWise, FTR, MyAgent and E-Prep (is considered an asset).

Sound working knowledge of MS OfTice Suite (Word, Excel) and other Windows based programs. Advanced computer
skills ore required.

Minimum of three years’ experience preferably in o provincial govemment capacity with audio clerk experience.
Excellent organizational and time management skills.

Effective inter-personal and relationship building skills.

Strong verbal/writien cammunication skills.

Proficient in the use of MS Office programs (Word, Excel, etc.) and famifiarity with FTR.

Able to work efTectively both as a team member and independently.

Good understanding of government and Ministry struciure, policies and procedures and initiatives within the
Ministry, and the Province.

o Strong office administration skills.

Compelencics: (Based on the APS Competency Model)

Systems Thioking: Understands how work contribules to the achievement of department goals. Anticipates 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 Solving: Uses or adapls existing processes or products to address both nesw and old problems.

Agllity: Sees the need and readily steps into co-warkers tasks to help out when needed. Is open (o new or diverse ideas,
and to doing things in 6 new way,

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

Develop Networks: Seeks to understand the perspectives and needs of colleagues, clients and stakeholders. Understonds
that stakeholder relationships are key initiative success,

Bulld Coflaborative Environments: Identifies ways lo support and encourage group members in accomplishing their
tasks.

Develop Scif and Others: Takes an active role in own career development. Creates a plan for development with the help
of their supervisor. Seeks out and positively accepts constructive feedback.
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CONTACTS: Identily tha maln canlacis the pasition communicalas with and the purpose of the communiction {See Wriling Gulde
P3aee 14-15).

"External - This position will communicate daily with pre-qualificd contraclors requesting release of court audio/log notes
and previously produccd Transcripts.

External — This position will provide daily assistance on general inquiries from exiemal stakeholders; members of the legal
profession, law firms, public, police agencies, and other government agencies. Concemns and issues ideatified need to be
referred (o the Team Lead and Manager for resolution.

Intemo - This J:osition will provide daily assistance on general Inquiries from intemnaol stakeholders; court office managers,
supervisors and court staff, legal counsel, crown prosecutors, Coun Technology Services, judiciary and judicial staff, and
other professionals within Rovernment.

SUPERVISION EXERCISED: Lisl posiion numbers, ciass (lies, and warking tilles of positions direclly supervised (see Wiiting
Guida Pags 15)
None.

CHANGES SINCE LAST CLASSIFICATION REVIEW: Idenlify significant changes, (hal have impacted the sesponsibililies
assignad 1o your posltion since Lhe lasi review (see Wrilng Guide Paggs 15-16).

This is a new position.

ORGANILIZATION CHART: An organization chart thal includes supervisor, peers and staff MUST ba sltached (see Wrillng Gulde
P2ge 17).

This Information is belng collected under tha authority of Sectlan 10 of the Publlc Sarvice Act and wlll be usad to allacate
positions within a classilication plan and to menage tha Alberta government human rasources program. Ifyou have any
questions sbout the collaction of this Information, contsct the Job Evaluation Unlt, 6™ Floor, Peacs Hills Trust Tower, 16011 - 109
Street, Edmonton, Alberta, T5J 358, phione 780/408-8400 or contact your Ministry Human Resource Office.

Slgnatures

The signalures below Indicale thal the Incumbent, manager and divisian direclor/ADM have read, discussed and agreed that tha
informalion accuralely raliects the work assigned (see Wiiting Gulde Paae 16)

Incumbent =
.. Manager —
Diviglion Direclor/ADM e o . - e P
) Hama Squatt— oe 7
20170622
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