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Coin Processing Administrator 

 

DEFINITION 

This is administrative, supervisory and manual work involved in the processing of bulk coins and 
bills. 
 
Work of this class involves responsibility for, and supervision of, coin processing for all City of 
Edmonton Departments and agencies. This includes designing, implementing, maintaining, 
evaluating and enhancing the operational systems and procedures of the Coin Processing Centre as 
well as supervising all coin processing staff. 

Periodic high noise levels, physical exertion, and security measures of the highest order contribute 
to an unusual working environment. 

Most duties are performed within established and well-defined procedures; however, work of this 
class is responsible for helping establish and define those procedures. Some duties, such as 
equipment maintenance and repair, and emergency response, are outside of defined principles and 
require problem-solving and decision-making skills to be carried out. 

Periodic reviews are conducted to ensure operation within the parameters of the Cash Handling 
Policy A1200 and the Coin Processing Centre’s Operational Procedures, for audit and control 
purposes and to ensure the security of monies at all times. 

TYPICAL DUTIES* 

Identify security requirements and participate in the development of all security policies and 
procedures. 

Supervise, evaluate and train staff in coin processing, security procedures and equipment 
maintenance and ensure compliance with those procedures. 

Ensure the effective operation of all coin processing and security systems and recommend system 
enhancements. 

Administrate the coin processing activity by ensuring adequate staff coverage, adequate 
performance and by planning and assigning work. 

Prepare daily records of coin processed for municipal customers. 

Assist coin processors during peak volume periods with coin processing duties by operating coin 
sorters, verifiers and serving machines and by inspecting seals and locks on incoming coin 
receptacles for discrepancies prior to sorting. 

Ensure all coin and bill processing equipment is functioning as per specifications set by 
manufacturer, by testing, servicing and repairing equipment on a regular basis. 

Ensure safe and clean working environment by arranging for and reporting on the performance of 
custodial and building maintenance staff. 

Prepares reports on processing discrepancies and administrative problems with deliveries from 
different civic agencies for the Internal and Audit office and/or the relevant civic agency. 
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Salary Plan   21M 21A 21B  21C 
Job Code  0457  0458   
 
Originated: 1994-10 

KNOWLEDGE, ABILITIES AND SKILLS 

Considerable knowledge of methods of processing bulk coin and bills and of equipment used. 
Knowledge of modern office practices and procedures. 

Ability to supervise the work of subordinates. 

Ability to perform inspection, maintenance, cleaning and repair of sophisticated coin processing 
equipment. 

Ability to analyze and modify operational and security systems and procedures. 

Proven written and oral language skills and rudimentary accounting skills. 

Ability to make arithmetic calculations rapidly and accurately. 

Ability to co-ordinate all functions relating to operation and maintenance of a standalone facility. 

Ability to solve emergent problems and make decisions on an independent basis. 

Physical strength and agility to perform coin processing duties and required. 

Basic personal computer and software knowledge. 

 
 
TRAINING AND EXPERIENCE REQUIREMENTS 

Job Level 

Completion of the twelfth (12th) school grade, completion of a manufacturer’s technical servicing 
program for sophisticated coin processing equipment, supervisory training, basic computer training 
and basic accounting or bookkeeping. 

A minimum of five (5) years progressively responsible experience in an advanced and automated 
bulk coin processing facility, including some supervisory experience. 

Mechanical and electrical knowledge and/or aptitude. Valid Class 5 Alberta Operator’s Licence. 
Physical strength and agility; defined as the ability to lift weights of 25 kg, up to 60 times per day. 
 
 
* This is a class specification and not an individualized job description. A class specification represents and 
defines the general character, scope of duties and responsibilities of all positions within a specific job 
classification. It is not intended to describe nor does it necessarily list the essential job functions for a specific 
position in a classification. Positions may perform some of the duties listed above but this does not necessarily 
qualify for placement into this classification. 

 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


