
Government 

of Alberta ■

NON-MANAGEMENT JOB DESCRIPTION 

POINT RATING EVALUATION PLAN 

Working Title 

I Analyst 

Position Number 

Present Class 

Dept ID 

I  

Reports to Position 
No., Class & Level Division, Branch/Unit 

 

Name 

I  

Requested Class 

Program Code 

I  
Project Code (if applicable) 

Ministry 

Justice & Solicitor General 

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). 

Reporting to the Inspector SCAN/SISU, Calgary, Investigation and Enforcement Operations of the Sheriffs Branch the 
position is responsible for working closely with the Safer Communities and Neighbourhoods (SCAN) Investigators and 
North Unit Analyst. The positon will also provide analytical support to the Deputy Chief of Investigation and 
Enforcement Operations and the Sheriffs Investigative Support Unit (SISU) when required. 

The position is responsible for researching, gathering, analysis and dissemination of information and intelligence and the 
provision of pro-active recommendations to management and investigators responsible for investigating complaints of 
illegal activity at properties as defined in the Safer Communities & Neighbourhoods Act.

The SCAN Analysts functions as a liaison to policing agencies throughout the province, in conjunction and collaboration 
with other law enforcement investigators and analytical supp011 personnel, in relation to alleged illegal activities. The 
SCAN Analyst must function in a busy, complex, multi-disciplinary environment often in situations with competing 
objectives. Excellent communication, workload planning and consensus building skills along with a high level of 
professional sensitivity is vital to the success of the position. 

This position is responsible for the proper handling, secure storage and dissemination of unclassified and classified 
information and intelligence reports both self-generated and from law enforcement, intelligence agencies and other 
government departments. This position will develop and maintain strong collaborative relationships with internal and 
external stakeholders including police officers, prosecutors, analysts and provincial government investigators in order to 
ensure integral and accurate data is supplied to various Sheriff Branch investigative teams, particularly SCAN. 

The SCAN Analyst requires enhanced reliability security clearance and enhanced knowledge of federal and provincial 
legislation surrounding criminal investigations, as well as legislation governing the mandate of the SCAN team itself such 
as the Safer Communities & Nei�hbourhoods Act.

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). 

1. As pai1 of the SCAN team, assist in the timely fashion and appropriate evaluation and investigation into
complaints of illegal activity at properties as defined in the Safer Communities & Neighbourhoods Act.

Consultation with law enforcement and public/private sector organizations to gather and exchange information 
and intelligence. 
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Interpretation, review and analysis of information. 
Recommendations based on analyses. 
Early identification of potential concerns. 
Research, compilation and assessment of open source information. 
Preparation of reports for management information. 
Planning/coordination of and/or conduct of operational meetings with internal/external partners. 
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questions about the collection of this information, contact the Job Evaluation Unit, 6th Floor, Peace Hills Trust Tower, 
10011 -109 Street, Edmonton, Alberta, T5J 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) 

 

Name Signature Date 

Name Signature Date 

Name Signature Date 

IAPSC•TW/llR 20111121 2020/09/18 

Alysha.Hendriksen
Rectangle


