






• This position works with limited supervision and most work must be completed with little or no instruction from lawyers .
• Provide online searches such as Corporate Registry, Personal Property Registry, Land Titles, Motor Vehicle Registration .
• Searches are required on a timely basis for clients to confirm addresses for proper service of documents .
• Access and request JOIN, Criminal Records information. Dissemination of information to clients, filing records and logging same

according to EPS FOIP requirements.

KEY CONTACTS 
Briefly describes the frequency and purpose of regular contact the job makes internally and externally. 

Supervisory responsibility: __ Yes X No 

This position has contact with team members, different employees within the branch and department, contacts within client 
departments, the courts, court reporters, private sector lawyers, and private sector clients. This position is the main link between clients 
and lawyers resulting in the management of the files. Incumbent may also liaise with court staff, and witnesses to verify necessity of 
court appearance and reports. This position is the main link between stakeholders (clients) and assigned lawyers resulting in 
management of files and working towards a common resolution. 

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. 

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 Rankin1 

j 

FOR DEPARTMENT USE WHEN 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): 
JOB FOCUS: SuPERVISORY lEvEL! 
BUSINESS UNIT: DEPT ID: PROGRAM CoDE: 
DIVISION, BRANCH/UNIT: SuPERVISOR'S POSITION#: 
SUPERVISOR'S CURRENT Cl.Ass: 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. 


