
Government 
of Alberta■ 

NON-MANAGEMENT JOB DESCRIPTION 
POINT RATING EVALUATION PLAN 

Name Working Tllle 
I Contract and Issues Resolution Coordinator I 

Position Number 
 

Present Class 
I New position

Dept ID 
1 

Reports to Position 
No., Class & Level 
Manager, 
Transcript 
Management 
Office 
(position ) 

Program Coda 
I  I 

Division, Blanch/Unit 
Resolution and Court Administration 
Services Division, Court of Queen's 
Bench Branch, Transcript Management 
Office, Calgary 

Mlnlslry 

Justice and Solicitor General 

Requested Class 
I Program Support- Level 4

Protect Cada (If appllc:able) 

PURPOSE: Give a brief summa,y of the job; covering the main responalbUltles, the framewolk within which the Job has to operate and 
lhe main contribution to the organization (see Non-Management Job Description Wrtllng Gulde Pages 7;8). 

Transcript Management Services provides a governing role of overseeing the entire transcript delivery process in the 
province while ensuring high quality service standards are maintained. Reporting to the Manager of Transcript 
Management Services (fMS), within the Court of Queen •s Bench Branch of Resolution and Court Administration 
Services, the TMS Contract and Issues Resolution Coordinator is responsible for managing contracts and resolving issues 
in support of the transcript service delivery model. This key role supports the TMS Manager and TMS leadership team by 
enhancing contract and issues resolution processes to support transcript delivery. The Contract and Issues Resolution 
Coordinator is responsible for the contractual components of TMS which includes regular budgeting and financial 
reporting. To be effective in this role, this position ensures adequate processes, procedures, standards and guidelines are in 
place to provide technica� financial and contractual support, while resolving stakeholder issues by implementing an 
effective complaints and issues resolution process to enhance program delivery. This position supports branch and ministry 
oriorities. 

RESPONSIBILITIES AND ACTIVITTES: The purpose of the Job can be broken down In different mponslblllles and end results. 
Each and raault shows what the Job Is accountable fur, within what framework and what Iha added value Is. NonnaHy II Job has 4-8 core 
end mufti. For aad1 end result, apprmdmataly 3-8 ecllvftles ehould be described (aee Writing Gulde Paqg 9·10). 

The TMS Contract and Issues Resolution Coordinator is responsible for contract and issues resolution oversight insofar 
they ensure contracts align with existing policies, legislation, procedures, standards and guidelines and that all complaints 
and issues are tracked and resolved in a timely manner. This role is responsible for ensuring operational requirements ere 
met including the delivery of high quality, consistent Provincial services. This position has a key role in supporting the 
implementation of new strategies, initiatives and technologies to improve transcript services delivery including digital 
recording practices. This role supports the Manager ofTMS with implementation of the new service delivery model, the 
TMS Team Lead, RCAS Audio Quality Control and Assurance Coordinator and Provincial Scheduler. This position works 
closely with the TMS leadership team and other ministry stakeholders and must be an expert at building and maintaining 
relationships, while ensuring exceptional client service is provided. This role provides assistance to internal and extemal 
stakeholders and contractors with issues and contract inquiries. 

The TMS Contract and Issues Resolution Coordinator ensures processes are in place to comply with legislated and 
program requirements such as utilizing "Official11 Court Reporters and Appointed Tnnscribers. They work closely with 
the TMS Provincial Scheduler in tracking and ensuring official court reporters maintain cunent ASRA memberships. This 
role requests new transcriber appoinbnents from Official Documents. and ensures appoinbnents are canceled upon contract 
termination. Infonnation on the current status of official court reporters and transcribers is maintained by TMS. Ensuring 
pre•qualified contractors adhere to the Transcript Fee and Fonnat Regulation, and the proper request and release of court 
transcripts. General duties also include: 

o Following the Government of Alberta (GOA) document protocols in maintaining file retention information for all
transcript related areas of the previous three Transcript Mana2ement Offices (Edmonton, Calnrv and Reiional) to
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SUPERVISION EXERCISED: List position numbers. class tldea, and working tllles of positions directly supervised (see Writing 
Gulde Paga 15) 
None. 

CHANGES SINCE LAST CLASSIFICATION REVIEW: Identify significant changas, that have Impacted Iha n,sponslb!Hllas 
asligned to your position since the teat review (see Writing Gulde PaaH 15-18). 
This is a new position. 

ORGANIZATION CHART: An organlzelfon chart that Includes suparvllor, peers and slaff MUST be attached (see WriUng Guida 
Page 1n.

This lnfonnaUon Is being collected under th• authority of Section 10 of th• Public Service Act and w/11 be usad to allocate 
positions within a cfasslllcatlon plan and to manage the Alberta govemmant human resourca program. II you have any 
questions about the col/action of this Information, contact the Job Evaluation Unit. ,l'J Floor, Puce HIiis Trust Tower, 10011-109 
Swat. Edmonton, Alberta, T5J 3SB, phone 780/408-8400 or contact your Ministry Human Resource Office. 

Signatures 
The signatures below Indicate that Iha Incumbent, manager and division director/ADM have read, discussed and agreed that Iha 
lnformaUon accurately reflects the work assigned (see WrlUng Gulde 1 

Incumbent 

Manager 

Division Director/ADM  

1At'IUl•N411 lllllnl 

Date

Dale 

2017/09/07 


