
Position Description

Position Title: Provincial Offences Act (POA) Court Administrator (Interim)

Supervisor: Treasurer

Employee Group: Management/Non-Union

Position Summary

Responsible for managing the day-to-day operations of the Provincial Offences Office for the 
Rainy River District
Manages the day-to-day financial and cash control functions of the Provincial Offences 
Administration 
Serves as Clerk of Court for all Clerk of the Court responsibilities and court sessions.

Direction Received

The incumbent reports to the Treasurer and works under a memorandum of understanding with 
the Province of Ontario and a service agreement between the municipalities of the Rainy River 
District and the Town of Fort Frances
The incumbent adheres to all legislated requirements

Direction of Others

Provides direction to the part-time positions of Interim POA Clerk and Court Monitor 
Provides guidance to cashiers and training to new staff regarding the processing of POA 
payments
Schedules and directs staff based on caseload and changing legislative requirements  

Revenue, Asset and Expenditure Scope

Annual Operating Budget: $350,000
Annual Capital Budget: $    5,000

General Responsibilities



 
 Coordinates and manages POA caseload for the Rainy River District. 
 Develop performance standards for effective planning and service delivery of court administration 
 Receives and inputs new charges into the Integrated Court Offenders network (ICON) system, 

schedules matters for court, updates dockets, schedules appointments for the Justice of the 
Peace, responds to telephone and in-person client inquiries, and processes fine payments 

 Review Certificates of Offence (tickets) and enter convictions or quash the offence (if appropriate).  
The Clerk of the Court will approve Motion Application for Extensions of Time to Pay Fines.  

 Receives, inputs, schedules trials/matters and retains official court records of 
offences/information sworn by a Justice of the Peace via both remote and/or in-person methods 

 Implements Legislated Provincial Offences guidelines, procedures, and court rules; adjusting 
office processes and workflow as necessary 

 Ensures that records related to offender accounts are accurate and entered within specified time 
frames 

 Liaises with and communicates effectively, diplomatically and professionally with all levels of staff 
and key stakeholders in the justice system  

 Monitors, interprets and reports statistics regarding potential POA revenue fluctuations 
 Determines and prepares write-off accounts and annual reports. 
 Facilitates and enables Ministry of Attorney General and Ontario Court of Justice relevant 

changes to remote proceedings and promote access to justice. 
 Monitors, prepares and submits orders for license suspensions and liaises with Defaulted Fines 

Control Centre in relation to license suspensions and plate denials 
 Manages POA accounts receivable and administers the collection of defaulted fines; undertaking 

collection activities and enforcement options available to secure payment of outstanding fines 
 Ensures legal documents submitted by clients are complete and accurate and in compliance with 

Ontario Court of Justice, POA Act legal rules, format and procedures  
 Directs the organization of trials and hearings, schedules trials, oversees the preparation of 

transcripts, schedules court language interpreters, courtroom accessibility requests, producing 
court notices, preparation of all court Orders and documents, enforces the payment of fines, 
maintains court records, certifies digital recording of court proceedings as the official court record, 
secure handling of evidence and court records in compliance with the Evidence Act and the POA 
Act  and updating the records of the court 

 Ensures the Court Master Plan is up to date, in consultation with the Judiciary, Prosecution, and 
Law Enforcement Agencies and communicates changes when required to all stakeholders 

 Prepares reports and delivers presentations to boards, committees and council as required 
 Plans, orders, and maintains legal document inventory (e.g., Part 1 Certificate of Offence tickets), 

distribute and track legal form/document inventory  
 Serves as a resource to other municipal staff whose duties are to accept fine payments and the 

use of accurate entry into the ICON database 
 Serves as a resource to the judiciary, law enforcement agencies, prosecution services and 

members of the legal bar association on the completion of required forms, proper filing methods 
and etc 

 Performs other duties as assigned 
 
Qualifications 
 
Required: 
 

 Post secondary education in Business Administration, Court and Tribunal Administration, Law or 
equivalent in related field 



 Valid Ontario Driver’s licence (minimum Class G) 
 Minimum typing speed of 55 words per minute  
 1-3 years of demonstrated experience in courtroom operations and processing financial 

transactions in a court environment  
 1-3 years of progressive working knowledge and responsibilities in Court Administration; 

managing the day-to-day operation of a Provincial Offences court or a legal environment  
 Knowledge of legislation and regulations relating to court and office administration (Provincial 

Offences Act, Courts of Justice Act, Evidence Act, Justice of the Peace Act, Occupational Health 
& Safety, Freedom of Information Act etc.) 

 Valid First Aid/CPR 
 
Preferred: 
 

 Appointment under the Commissioners for Taking Affidavits Act – or willing to obtain appointment 
within 3 months of hire 

 Full membership in the Municipal Court Managers Association (MCMA) – or willing to obtain 
membership within 3 months of hire 

 Practical and applied knowledge of Municipal, Regional, Provincial and Federal governments and 
applicable legislation is an asset 

 
Knowledge, Ability & Skill 
 

 Effective interpersonal skills and the ability to work cooperatively with others 
 Ability to function effectively with the utmost confidentiality in a high-volume and time sensitive 

setting 
 Superior analytical and conflict resolution skills are required, with the ability to develop, implement 

and recommend effective solutions and procedures in serving the general public as well as within 
a courtroom environment 

 Comprehensive knowledge of the jurisdiction, procedures, practices, and operations of the 
Provincial Offences Court 

 Demonstrated knowledge of the Provincial Offences Act and municipal by-laws; and their 
applications in court administration. 

 Effective communication skills required and must demonstrate the ability to 
receive/provide/exchange detailed legal information and processes 

 Competent in the use of ICON database, Forms database(s) Microsoft Office; email and the 
Internet 

 Experience interacting with and providing excellent service to the public 
 Demonstrates a willingness to learn and the ability to adapt and take initiative 
 Able to organize and complete work assignments under minimal supervision 
 Along with strong organization skills; Demonstrates the ability to multi-task and prioritize with a 

high level of accuracy, meeting conflicting priorities and timelines. 
 

Effort 
 

 Continuous physical demands include combined muscular and sensory strain for prolonged 
periods of time while the incumbent reviews information and prepares reports from a seated 
position 

 Concentration is frequently interrupted by telephone calls and in-person enquiries. 
 
 



 
 
Working Conditions 
 

 The incumbent is required to work a 35 hour work week; the majority of which is spent indoors in 
a business environment 

 Out-of-town travel within the Rainy River District is required  
 Exposure to work-related hazards is rare; however, the incumbent will encounter frustrated and 

upset individuals on a regular basis  
 Travel in adverse weather conditions may be required infrequently 
 Overtime may be required on an infrequent basis 

 
Conditions of Employment 
 

 Must provide a satisfactory criminal and vulnerable sector background check. 
 


