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To provide senior legal and administrative support by independently working within a framework of applicable legislation, 
policies, procedures, regulations and precedents. This position is responsible for assisting the lawyers in the support and 
delivery of legal services relating to Civil Litigation within various governmental departments. The main focus of the 
position is to assist the lawyers on the administration and completion of files by providing prompt and accurate 
preparation, delivery of legal and administrative documents, correspondence in numerous forms, and memoranda, as well 
as monitoring files; communications, searches and general administrative duties. A strong knowledge of court procedure, 
acts and statutes (along with their locations for reproduction into various documents, etc.) and a firm foundation of general 
leaal knowledae is re uired. 
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1. In accordance with Rules of Court, Provincial Legislation and appropriate Federal Legislation, the legal assistant
provides assistance to the lawyers in providing effective legal services to government departments and enabling to
meet deadlines and client demands.

Core Activities: 
• Processes a variety of documents from lawyers dictation, handwritten notes or detailed verbal instructions,

including letters, memos, reports, legal documents (Affidavit of Records, Briefs, Orders, Statement of Claims,
Service) pleadings, Trial Binders, timekeeper utilizing Microsoft WORD, Adode Acrobat, Outlook, Hummingbird
and ISYS6.

• Prepare list of undertakings, review and compare list from Court Reporter with actual transcript, prepare
correspondence enclosing answers to undertakings.

• Ability to perform a variety of duties that require a very good knowledge of the law and understanding of legal
terminology.

• Independent work and good judgement requia-ed in setting of own deadlines with respect to workload.
• All work requires extreme accuracy, knowledge of spelling, correct English grammar and use of legal terminology

and is required on a prompt basis.
• Excellent keyboarding and formatting skills, good base for computer literacy as well as exceptional problem

solving skills in both computer use and the technical knowledge required to work with various programs and
documents received from various sources.

• If applicable, update statute binders after each house sitting and Rules of Court so that solicitors have access to
accurate, up to date information.

• Independently draft complex correspondence for signature of lawyers or senior management (A.R. 's)
• Develop and maintain legal precedents.
• Contact client and review and commission Affidavit.
• Maintain discretion and confidentiality on highly sensitive file material.

2. Problem solve and research information.
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• Excellent computer and keyboarding skills.
• Effective verbal and written communication skills.

-3-

• English language grammar skills, knowledge of legal terminology, document management, electronic mail.
• Organizational skills, effective ·planning, problem solving and analytical skills.
• Good interpersonal skills.

Ability: 
• Demonstrate a high degl"ee of initiative, independent work; limited supervision.
• Attention to detail.
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This position has contact with client departments, courts, court reporters and private sector lawyers to arrange meetings, 
telephone conferences, etc. The legal assistant has contact with legal officers, private sector clients, team members, 
different branch staff and the public. This position is the main link between clients and lawyers resulting in the 
mana ement of the flJes. 
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