










POSITION-SPECIFIC INFORMATION (Optional) 
Briefly elaborate on the business area and/or identify responsibilities or projects specific to the position (e.g., health versus 

environmental policy area; a specific major initiative the position is leading; the name of the program the position is delivering). 

Briefly describe work that meets the exclusion criteria if a request to exclude the position from the bargaining unit is being 

contemplated. 

legislative Counsel 

Legislative Counsel supports government in achieving its legislative objectives by drafting bills, regulations, and Orders in Council. 

Legislative Counsel provides legal advice respecting legislative proposals and projects in the course of the development of legislative 

proposals. They provide advice on and assist with advancing draft legislation through the government decision-making process. 

Legislative Counsel advises the Legislative Review Committee (a Cabinet committee) on proposed government public bills before the 

Bills are introduced in the Legislative Assembly. 

Reports to the Assistant Chief Legislative Counsel or the Chief Legislative Counsel and requires regular oversight, guidance, input, and 

review from a senior counsel. Some files are deliverable within shorter timeframes. 

• Draft bills, regulations, and Orders in Council to ensure consistency with Legislative Counsel Office drafting standards ond

conventions, rules of statutory interpretation, and other Alberta legislation

• Impartial /ego/ analysis of the current legislation and drafting instructions for the new legislation

• Meet with and assist client ministries with legislative requirements of policy development and the structural framework for

legislation

• Consult with other counsel in the Legislative Counsel Office and within the Legal Services Division to ensure compliance with

government and legal requirements (e.g., FOIP, constitutional law, etc.)

• Legal research on options and cross-jurisdictional review of legislative schemes

• Provide oral and written legal advice to clients or other counsel on options, risks, legal challenges, compliance, etc.
• Provide advice on guiding a file through the legislative process and expectations of Executive Council and Cabinet

• Advise client ministries and other legal teams on potential legislative problem areas and transitional and enforcement issues

• Respond to client ministries' routine inquiries regarding the drafting and enactment of legislation

Solicitors 

Solicitors support the government in achieving its priorities by providing a broad range of solicitor services. Solicitors provide legal and 

related strategic advice to departments officials, Deputy Ministers, and Ministers on oil aspects of policy and legislative development, 

legal obligations, service delivery, and day-to-day operations. At intermediate level, for routine matters, this is done independently. 

For more complex matters, this is done in consultation with more senior lawyers, as needed. 

Intermediate-level work includes low to medium complexity projects and assisting senior lawyers with more complex legislative 

projects. 

Solicitors are generally responsible for: 

1. Consulting with clients to understand their business/policy interests and identify legal issues

2. Drafting legal documents, including:

• agreements and templates

• legal analysis for Cabinet Memoranda, briefing notes, policy committee presentations

3. Meeting and negotiating with counterparties, stakeholders, and their legal counsel

4. Consulting with other lawyers with expertise to ensure compliance with government requirements as needed (e.g., FOIP, trade,

Indigenous issues, indemnities, public finance matters, real estate, IP, existing or threatened litigation)

5. Doing legal research on relevant novel or developing legal issues

6. Providing written and oral legal advice to clients or other lawyers on legal risks, options, mitigation strategies, disputes,

compliance, statutory, and regulatory amendments

7. Providing related strategic and business advice to client, including impacts to existing legislation, priorities, and policies

litigators 

Litigators are legal counsel who appear before courts or tribunals. At an intermediate level, they appear independently on low to 

medium complex matters and will gradually take on more complex matters, under the guidance of senior lawyers, as needed. 
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This position will represent the Crown as lead counsel before court and tribunal proceedings on matters with low to medium risk and 

complexity, or appear as co-counsel to a senior lawyer on more complex matters. 

Responsibilities include: 
• Conducting court or tribunal proceedings as lead or co-counsel depending on risk and complexity of the matter

• Appearing before all levels of court or tribunals

• Drafting court and other documents such as pleadings, applications, affidavits, orders, and written briefs of argument

• Collecting evidence from clients or other witnesses

• Reviewing and assessing client records for production using litigation document management software if appropriate;

determining relevance, materiality, and privilege

• Preparing witnesses for questioning and trial
• Preparing risk assessments and related mitigation and resolution options

• Developing legal strategies, advising clients, and acting on instructions

• Attending meetings with internal or external contacts, including clients, opposing counsel, and others

• Negotiating and pursuing alternative dispute resolution either within or outside of the formal court or tribunal process

Positions are excluded under the Public Service Employee Relations Act (Division 3, 13(1)). 

POSITION SPECIFIC COMPETENCIES (Optional - For Talent Management Purposes) 
Identify technical and behavioural competencies, the level of competency, examples of observable action that demonstrates whot 

successful performance looks like at that level, and the ranking. 

Competency Level Behavioural Indicator Ranking 

. 

FOR DEPARTMENT USE WlrlEN USING THIS COMMON JOB DESCRIPTION: 
SELECT REASON FOR SELECTING CJD: NEW POSITION --UPDATE POSITION 

--
RECLASSIFY POSITION 

DEPARTMENT: POSITION#: LEGACY POSITION #: 
WORKING TITLE: CURRENT CLASS: 
REQUESTED CLASS: EMPLOYEE NAME (OR VACANT): 
Joa Focus: SUPERVISORY LEVEL: 
BUSINESS UNIT: DEPT ID: PROGRAM CODE: 
DIVISION, BRANCH/UNIT: SUPERVISOR'S POSITION #: 
SUPERVISOR'S CURRENT CLASS: SUPERVISOR'S WORKING TITLE: 

The signatures below indicate that all parties have read and agree that the common job description accurately reflects the work 
assigned and required in the organization. 

Employee Name Date Employee Signature 

Date Manager/Director Signature Manager/Director Name 

Executive Director Name 

 ADM Name 

Date 

 Date 
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