
Aloorta 
GOVERNMENT OF ALBERTA 

Working Title 

!Legal Assistant - Bail Unit

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

Name 

JOB DESCRIPTION 

POINT RATING EVALUATION PLAN 

Ministry 

I Justice and Solicitor General 

Present Classification 

Proi�ct Code (it
applicable) 

Requested Classification 

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 Section 2.3). 

The legal assistant reports to the team lead, bail unit but works directly and take directions from the Bail Hearing 
Prosecutors. In partnership with the Bail Hearing Prosecutors, this position is responsible to provide legal 
assistant work for the prosecution of criminal and provincial offences within a framework of applicable legislation, 
policies and procedures in the Prosecution Service Bail Office. 

This position focuses on the time sensitive preparation of legal documentation to support the Bail Hearing 
Prosecutors including; preparation of court documents for review, responding to enquiries, liaising with internal 
parties and external stakeholders and performing other administrative functions to ensure that branch goals and 
objectives are met. The case of R. v. Reilly, 2020 sec 27 underscored the importance of ensuring that people 
who are detained are brought before the Court within the 24-hour time limit set out in the Criminal Code.

The legal assistant is responsible for assisting the Prosecutor by preparing complex legal court documents, and 
providing legal support relating to the preparation and processing of bail case files. The legal assistant's are 
required to work with multiple Prosecutors per shift. The legal assistant is responsible for ensuring the timelines 
are met for each hearing and ensures the Prosecutor is aware of a hearing that is coming near to the 20 hour 
kjeadline. The legal assistant must ensure the bail packages are completed with all appropriate document to 
proceed to hearing. The legal assistant is able to address and forward urgent matters for bail hearing as the 
k:leadline of 20 hour mark is approaching. 

rrhe legal assistant plays a vital role in supporting the Bail Hearing Prosecutor by utilizing the Justice on-Line 
Information Network (JOIN, Prosecutor Information System Manager (PRISM), Criminal Record Electronic File 

. (CReF), Shared Point Site, Global Scape and Email. The legal assistant utilizes and manages these programs 
to ensure effective and efficient management of information in order for the Bail Hearing Prosecutor to proceed 
with the bail hearing. This assists the Prosecutor to make sound judgments when proceeding with the hearing to 
�nsure the safety and security of the public. 

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 major activities should be described (see Sections 2.1 and �. 
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