
Government 

of Alberta ■
NON-MANAGEMENT JOB DESCRIPTION 

POINT RA TING EVALUATION PLAN 

Working Title 

I Corporate Registry Specialist 

1
,,.,. .. Numbe<

Present Class

PS2 

Dept ID 

 

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

I 

_._, ..... I 1 ___ -____________ l._s_e_rv_ic_e_A_lb_e_rt_a ________ _J 

Requested Class 

Program Code 

 
Project Code (it applicable) 

I I 

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). 

In the role of a Corporate Registry Specialist is to: 
• Provide consultation, direction and perfonnance monitoring of accredited professionals in the private sector to ensure
infonnation entered into the Corporate Registry System (CORES) meets the legislative requirements of the (Business
Corporations Act) and the (Partnership Act). 
• Complete examination and entry of non-profit filings under the Societies Act, the (Religious Societies' Land Act) and the
(Companies Act). 
• Provide support and assistance to the volunteer/non-profit sector related to various filings under the (Societies Act), the 
(Religious Societies' Land Act) and the (Companies Act). 
• Provide help desk support to resolve technical and business problems experienced by Registry Agents and the 2000+
users of the CORES system. 
• Complete complex/precedent setting filings and provides advanced business support in a consulting and liaison role
between internal and external end users, the business community and systems groups. 
• Maintain user ID investigates billing discrepancies. 
• Provide user acceptance testing of technological upgrades/enhancements to the Corporate Registry (CORES) and ROL
delivery mechanisms. 

RESPONSIBILmES AND ACTIVITIES: The purpose of the Job can be broken down in different responslbllltles 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 Gulde Pages 9-10). 

I. To protect the intearity of the Corporate Registry System (CORES), completes performance monitoring of filings
completed by accr_edited professionals in strict adherence to legislative requirements, policy and performance
standards. Activities 
• Using an in-depth knowledge of the (Business Corporations Act) and Regulation, the (Partnership Act) and Regulation,
the Specialist conducts audits and analyzes random samples of work and exception reports; reviews and analyzes work 
completed by private sector service delivery agents (which includes both the Registry Agent Network and the legal 
community) to confirm quality and adherence to legislation and to identify deficiencies in the performance of these 
accredited professionals. 
• Evaluates and recommends appropriate corrective measures for deficient filings and also recommends appropriate action
for poor performance by accredited professionals, in accordance with legislative guidelines specified in the Corporate 
Registry Document Handling Procedures Regulation. 
• Takes appropriate corrective action after a thorough analysis of the nature of a filing error taking into account the 
legislative authority that governs the filing. Consequences of failure to properly identify and correct filing errors can
include serious consequences to the corporation as well as public confusion. 

2. Directly provide examination and registration of non-profit transactions to members of the Alberta non-profit
community 
Activities: 
• Examines and processes non-profit incorporations, object amendments, bvlaw/article amendments, etc., adherin2 to the






