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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 Non-Management Job Description Writing Guide Pages 7-8). 

The Investigations Unit is responsible for overseeing, managing and conducting all employer investigations on a range of 
matters including complaints connected to the Government of Alberta (GoA) Respectful Workplace policy, employee 
misconduct, breach of code of conduct, secmity breaches and other potentially problematic issues that require the 
employer to investigate an employee(s) alleged actions .. 

This position is responsible for planning and conducting employee investigations on a range of matters including 
complaints connected to the Government of Alberta (GoA) Respectful Workplace policy, employee misconduct, breach of 
code of conduct, and others. Investigations include determining the validity of a complaint, completing interviews with 
multiple related parties, reviewing and assessing collected information, and preparing and presenting reports with findings 
and observations. Reports are presented to the Director, Investigations for approval; the position is responsible for 
providing post investigation briefings to all parties. The position is also responsible for accurate documentation, secure 
storage, and management of information pertinent to assigned investigations. The Investigator ensures that appropriate 
process is followed in a fair, transparent, objective, and timely manner, and that all investigative actions comply with 
existing legislation and policy. 

This position reports to the Manager, Investigations, and collaborates with unit staff on common initiatives. The 
Investigator provides case-specific updates to relevant parties and provides consolidated reports across multiple 
investigations to the Management Team.a The Investigator also supports the implementation of revised policy or process as 
needed (e.g., interpretation of policy, facilitate education sessions) and provides education sessions to other HR staff. 

Work is completed independently within the framework of relevant legislation, policy and investigation protocol. 

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 3-6 activities should be described (see Writing Guide Pages 9-10). 

The primary responsibility for the Investigator will be the completion of internal investigations on behalf of the employer 
• Make initial contact with complainant(s) and respondent(s) to outline the investigation process, interpret policy

and process as needed, and to determine the nature of each aspect of the complaint
• Develop an investigation plan tailored to each specific case (e.g., identify key parties to participate, prepare

interview strategies) in compliance with existing legislation and policy
• Conduct interviews with the complainant, witnesses, or any other person associated with the complaint, ensuring

that AUPE employees have access to and can bring AUPE representatives with them to interviews, interview
debriefs etc.

• Collect and secure evidence and relevant information
• Assess all relevant information / evidence
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CONT ACTS: Identify the main contacts the position communicates with and the purpose of the communication (See Writing Guide 
Pages 14-15). 

• Alberta Union of Public Employees officials and representatives - engage parties throughout the investigation;
respond to queries; interpret policy as needed

• Special Prosecutions Unit
• Ministry Information Security Office (MISO) and/or Corporate Information Security Office (CISO)
• Enforcement agencies also, depending on the nature of the investigation (ex. Sheriffs branch, Municipal Police

services, RCMP, etc.) - engage parties throughout the investigation; respond to queries

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

N/A 

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

th Floor, Peace Hills Trust Tower, 10011 - 109 
Street, Edmonton, Alberta, TSJ 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 

  

Manager 

 

 

Division Director/ADM 

   

IACIIR-TW/HR 20111121 2018/11/29 


