












• 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 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 what 

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

Competency Level Behavioural Indicator 

FOR DEPARTMENT USE WHEN USING THIS COMMON JOB DESCRIPTION: 

SELECT REASON FOR SELECTING CJD: 

DEPARTMENT: 

WORKING TITLE: 

REQUESTED CLASS: 

Joe Focus: 

BUSINESS UNIT: 

DIVISION, BRANCH/UNIT: 

SUPERVISOR'S CURRENT CLASS: 

NEW POSITION __ UPDATE POSITION 

POSITION#: 

CURRENT CLASS: 

EMPLOYEE NAME (OR VACANT): 

SUPERVISORY LEVEL: 

DEPT ID: PROGRAM CODE: 

SUPERVISOR'S POSITION#: 

SUPERVISOR'S WORKING TITLE: 

__ RECLASSIFY POSITION 

LEGACY POSITION #: 

Ranking 

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 

Manager/Director Name 

Executive Director Name 

C ass1 1ca 10n: ro ec e 

Date 

Date 

Date 

Employee Signature 

Manager/Director Signature 

October 2024 


