SUNSHINE COAST REGIONAL DISTRICT JOB DESCRIPTION

LEGISLATIVE ASSISTANT
REPORTS TO: Deputy Corporate Officer DATE: April 2021
APPROVED BY: Corporate Officer
EXEMPT (Y/N): No DIVISION: Legislative Services
SALARY LEVEL: Grid 1, Band 11 DEPARTMENT: Administration and Legislative Services

SUMMARY: Under the general direction of the Deputy Corporate Officer, the Legislative Assistant
provides confidential administrative support to the Deputy and Corporate Officer, and performs a wide
range of professional administrative duties under tight deadlines, requiring a high level of accuracy,
confidentiality and discretion.

KEY RESPONSIBILITIES include the following:

1. Provides administrative support of a complex and confidential nature to the Administration and
Legislative Services department.

2. Assists with requests related to Freedom of Information and Protection of Privacy, including
responding to routine and/or complex requests under the Freedom of Information and Protection of
Privacy Act, and assisting staff with inquiries related to the release of records and/or information,
and the protection of privacy.

3. Assists the Corporate Officer and Deputy Corporate Officer with the preparation of Board and Board
Committee meetings.

4. Responds to public and staff inquires on matters relating to the Department, provides information
and redirects to appropriate staff as necessary.

5. Provides support with respect to conducting elections, by-elections, assent voting and other elector
approval processes.

6. Provides support to the Corporate Records Administrator to assist with delivery of the Corporate
Records program.

7. Complies with, and promotes, safe work practices and procedures in order to effect a safe and
healthy work environment.

TYPICAL ACTIVITIES include the following:

1. Assists with the preparation of Board meetings by booking meeting location, assisting with
production and distribution of agenda packages and other supporting documentation as required,
and completing post-meeting tasks such as printing adopted bylaws and compiling final meeting
packages for the credenza file.

2. Records meetings and drafts minutes in the absence of the Deputy Corporate Officer.

3. Screens incoming mail for the Administration and Legislative Services department, drafts routine
responses for signature, or brings more complex matters to the attention of the Corporate Officer.

4. Coordinates SCRD “Bulletin Board” meeting notices by collecting and submitting copy, proof reading
and approving layout, and preparing monthly ad allocations for submission to Accounts Payable.

5. Assists in the preparation for elections by compiling forms, booking voting places, assisting with
hiring and training of election officials, drafting notices, and any other duties as delegated.

6. Ensures Board and Advisory Committee files and minutes are kept up to date.
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7.
8.

Provides leave coverage for the Records Technician, Receptionist and Office Assistant as required.
Responds to routine Records Management Helpdesk requests including research as required.

QUALIFICATIONS, EDUCATION AND EXPERIENCE

Completion of Grade 12 or equivalent.

Completion of a Diploma in a relevant discipline such as Public Administration, Business
Administration, or Local Government Administration.

Minimum of three (3) years’ recent related experience, including one (1) or more years of
progressive experience with Local Government and Legislative Systems.

An equivalent combination of education and experience may be considered.

Valid BC Class 5 driver’s license.

OTHER SKILLS/KNOWLEDGE

Basic knowledge of relevant legislation including Community Charter, Local Government Act,
Freedom of Information and Protection of Privacy Act.

Working knowledge of the principles and practices of records management. Knowledge of the Local
Government Management Association (LGMA) Records Classification System preferred.
Knowledge of OpenText’s Content Server or similar electronic and physical records management
systems.

Ability to communicate effectively, orally and in writing, including ability to accurately draft and
format minutes and a variety of correspondence and database reports.

Keyboarding speed of 50+ wpm accompanied by a high degree of accuracy and attention to detail.
Excellent organizational, time management and priority assessment skills especially while under
pressure.

Proven capability to maintain confidentiality and to exercise a high degree of tact, diplomacy and
discretion.

Ability to defuse sensitive situations in a tactful and professional manner.

Highly organized with strong attention to detail.

Sensitivity to the political and organizational environment.

Can do attitude able to meet challenges and handle pressure while maintaining a positive and
focused outlook.
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