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March 4, 2021

Re: Senior Legal Analyst
BC Prosecution Services
Job Evaluation Review

The Legal Administration classification review working group, consisting of members from
Classification and Total Compensation, has reviewed and finalized the evaluation of the Senior
Legal Analyst. As part of this review, we spent time to thoroughly discuss the role and
operational requirements with members of both Legal Services Branch and BC Prosecution
Services to fully understand the requests and the work expected of these new positions in both
branches, and we have carefully reviewed all work examples and shared information. Along
with providing both branches with our decision, we are providing an updated rationale detailing
benchmark and other comparisons with a summary of how the work examples were considered
in relation to the factors.

Classification Process

Using the Public Service Job Evaluation Plan (PSJEP), the evaluation considered the updated job
profile, organizational structure, discussions and information provided during meetings and
email responses, and considered what other positions in the unit were credited for to ensure
the creation of this new Legal Analyst role would not negatively impact the classification of
other roles, such as the Legal Office Manager (LOM). Benchmark jobs were then used to
compare the job information and establish the relative complexity of a position.

Evaluation

As discussed, classification reviews are conducted by reviewing organizational context, and
assessing and analyzing the position against 13 compensatory factors and 400+ benchmarks in
the jointly negotiated Public Service Job Evaluation Plan. Each factor has different degree
ratings which are assigned points. After each factor receives a degree rating, the total points
are added, and the tally is used to determine which point band the position falls within. PSIEP is
designed to ensure pay equity (i.e., equal pay for work of equal value) across the BC Public
Service.

Rationale

An evaluation rationale is attached which outlines the analysis conducted of the job. The
rationale outlines the full PSJEP factors and the degree rating, along with a written summary of
the reasons for the rating. It also outlines the rationale for comparisons to the benchmarks
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related to this job for the major factors (1, 2 and 5), including benchmarks higher, lower and
comparable to the job being evaluated. (<, >, comparable)

Summary

The original review concluded in September 2020 also considered changes in case complexity
and redaction, and a changing context. The 2016 Supreme Court of Canada ruling R. v. Jordan
imposed new presumptive time limits on criminal cases as a way of enforcing an accused
person’s Charter right to trial within a reasonable time. In addition, it was noted that the rapid
uptake of technology by the public has resulted in increases in investigative material collected.
These developments have heightened the sense of urgency for improving the disclosure
process, which can contribute to delay within the justice system and increase workload
pressures.

The Legal Analyst was reviewed at this time as a role that included current Legal Assistants
(totaling 238 positions). In that review, it was noted that the complex and serious (major or
Special Assignment (SA)) cases were shared quite evenly amongst the roles and it was
determined the management of SA cases was no longer an integral part of any role resulting in
the classification of Clerk 11 for all positions, which included a downward classification of the
AO 14 Major Trial Legal Assistant positions when vacant.

The original review of the Legal Assistant prior to this (part of a very thorough review of all legal
administrative positions in 2011) had credited the Legal Assistant roles with providing legal
assistance for a caseload composed of files of varying complexity, including General Assighment
cases and Special Assignment cases. However, during this review, with the increase of the
complexity of redaction responsibilities, the PSA supported the creation of a handful of Major
Trials Legal Assistants at the 14 classification, to recognize the increased complexity of a role
that consisted of mostly serious and complex cases and related analysis.

Outcome

The new proposed Senior Legal Analyst position is highly comparable to the PSJEP Benchmark,
Legal Assistant (Benchmark # 113) and stronger than the Benchmark, Legal Secretary
(Benchmark # 112). As Benchmark # 113 is the benchmark that is also very similar to the LOM,
we identified the key differences between the two roles to ensure this newly developed role
has accountabilities that are distinct from the LOM.

A related legally focused comparator position, the Paralegal (a BCPS and LSB position), is
considered technically stronger than the Senior Legal Analyst, because it is required to
understand the principles of a professional area to complete the work and must possess
knowledge of substantive and procedural law relevant to the work delegated by the supervising
lawyer; work that, if not carried out by the paralegal, would be carried out by a lawyer.
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In summary, the work examples demonstrated high comparability to the Legal Assistant
(Benchmark # 113), where the Senior Legal Analyst’s core responsibilities include:

e Requiring a knowledge of the goals and objectives of the Criminal Justice System and

Branch programs to provide senior legal assistant services to Crown Counsel on sensitive
prosecutions and provide advice and guidance to legal assistants on escalated cases and
issues.

e Applying judgement to apply structured study and analysis of file material such as
criminal records and medical reports and relevant case authorities and choose an

approach using a combination of accepted legal procedures and terminology to provide

senior legal analysis services to Crown Counsel.
e Working within general procedures to select alternative courses of action to provide

senior legal assistant services, manage SA files and provide advice and guidance to legal

assistants on escalated cases and issues.

See below a comparison of the Legal Assistant, Sr Legal Analyst and Legal Office Manager.

Comparison with Clerk 11 Legal Assistant and Legal Office Manager AO 14

Legal Assistant NEW Sr Legal Analyst Legal Office Manager rating Eclass
rating Eclass 22285 rating 22288
(2020) (reviewin 2021) (review in 2020)
Factor 1 E 145 Factor 1 F 190 Factor 1 F 190
Factor 2 D 100 Factor 2 E 150 Factor 2 E 150
Factor 3 C 30 Factor 3 C 30 Factor 3 D 30
Factor 4 C 15 Factor 4 C 15 Factor 4 C 15
Factor 5 C 50 Factor 5 D 75 Factor 5 D 75
Factor 6 D 22.5 Factor 6 D 22.5 Factor 6 E 22.5
Factor 7 D 22.5 Factor 7 D 22.5 Factor 7 E 22.5
Factor 8 B 9 Factor 8 A 5 Factor 8 DF 9
Factor 9 B 10 Factor 9 B 10 Factor 9 B 10
Factor 10 C 12 Factor 10 C 12 Factor 10 C 12
Factor 11 C 12 Factor 11 c 12 Factor 11 C 12
Factor 12 B 4 Factor 12 B 4 Factor 12 B 4
Factor 13 c 6 Factor 13 c 6 Factor 13 C 6
Total Points 438 Clerk 11 Total Points 554 AO 14 Total Points 606 AO 14

Approximately 50% of the current assignments in BC Prosecution Services are General
Assignment/Special Assighment (GA/SA). However, when divided, GA (including assaults,
serious assaults, firearms offences, threats, break and enter, theft, sexual offences, robbery,
kidnappings, fraud) consists of 40-45% of all assignments, and SA (including major crime, gang
offences, homicides and other fatalities, serious sexual offences, serious firearms offences,
kidnappings, robbery, fraud) consists of 3.5%.
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While only 3.5% of the work is considered SA it was noted that there is some overlap in files
(SA/GA) and it is expected there may be added time required to deal with escalated situations,
projects and other related work, so we can support a ratio of these Sr Legal Analyst positions of

1:10 to Legal Assistants. This recognizes a higher level of experience and expectation is required

for the Sr Legal Analyst, but still maintains that the majority of the legal assistant work and
examples are recognized in the Clerk 11 classification, as per the benchmark position in the
PSJEP plan. Most staff guidance and office issues/projects continue to be credited to the LOMs.

To support the AO 14 classification, the new Sr Legal Analyst positions will need to meet the
following criteria:

. Manage a caseload consisting mostly of major/Special Assignment files
. Manage escalated cases and issues from Legal Assistants

. Provide guidance to legal assistants and clerks as a Senior role

. Provide senior legal analysis to legal documents

. 1:10 ratio of Sr Legal Analysts to Legal Assistants

Based on the current number of positions of Legal Assistants in BC Prosecution Services (220
Legal Assistants and 18 current AO 14 Major Trial Legal Assistants), this classification result
will make current AO 14 Major Trial Legal Assistants into AO 14 Sr Legal Analysts, and will
allow the BCPS create another four positions, creating a total of 22 Sr Legal Analysts.

With this result, we are confirming that the current Legal Assistants are correctly classified at
the Clerk 11, and that any mentions of ‘major’ cases must be removed from that job profile, to
support this higher classification of the Sr Legal Analyst.

Job evaluation is an objective process to ensure equity across jobs in the BC Public Service. We
are confident that through this review process, all information has been thoroughly re-
considered to provide a fair and supportable outcome for both BC Prosecution Services and
Legal Services Branch.

Thank you for the time you have taken to help us gain a better understanding of the legal
administrative work in your branch.

Regards,

Yoo Ml £ Jaee . Kt

Julia MclLachlan, Warren Faller, Kim Weisgerber

Legal Administrative Review Working Group
Classification Services and Total Compensation Branch
B.C. Public Service Agency
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Attachments:
PSJEP Rationale
Legal Admin Job Stream
Approved job profiles:
Senior Legal Analyst
Legal Assistant
Benchmarks:
Benchmark # 112 Legal Secretary
Benchmark # 113 Legal Assistant
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BRITISH

corvsia | Where ideas work

March 4, 2021

Re: Senior Legal Assistant
Legal Services Branch
Job Evaluation Review

The Legal Administration classification review working group, consisting of members from
Classification and Total Compensation, has reviewed and finalized the evaluation of the Senior
Legal Assistant. As part of this review, we spent time to thoroughly discuss the role and
operational requirements with members of both Legal Services Branch and BC Prosecution
Services to fully understand the requests and the work expected of these new positions in both
branches, and we have carefully reviewed all work examples and shared information. Along
with providing both branches with our decision, we are providing an updated rationale detailing
benchmark and other comparisons with a summary of how the work examples were considered
in relation to the factors.

Classification Process

Using the Public Service Job Evaluation Plan (PSJEP), the evaluation considered the updated job
profile, organizational structure, discussions and information provided during meetings and
email responses, and considered what other positions in the unit were credited for to ensure
the creation of this new Sr Legal Assistant role would not negatively impact the classification of
other roles, such as the Legal Office Manager (LOM). Benchmark jobs were then used to
compare the job information and establish the relative complexity of a position.

Evaluation

As discussed, classification reviews are conducted by reviewing organizational context, and
assessing and analyzing the position against 13 compensatory factors and 400+ benchmarks in
the jointly negotiated Public Service Job Evaluation Plan. Each factor has different degree
ratings which are assigned points. After each factor receives a degree rating, the total points
are added, and the tally is used to determine which point band the position falls within. PSIEP is
designed to ensure pay equity (i.e., equal pay for work of equal value) across the BC Public
Service.

Rationale

An evaluation rationale is attached which outlines the analysis conducted of the job. The
rationale outlines the full PSJEP factors and the degree rating, along with a written summary of
the reasons for the rating. It also outlines the rationale for comparisons to the benchmarks
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related to this job for the major factors (1, 2 and 5), including benchmarks higher, lower and
comparable to the job being evaluated. (<, >, comparable)

Outcome

Per our discussions, both Legal Services Branch and BC Prosecution Services identified a need
for a position between the Legal Assistant and Paralegal. It was expressed as the position of LSB
that the Legal Assistant role is under-classified when compared to growth Paralegals. However,
as noted in discussion, the growth Paralegals are classified higher to recognize they are
gradually taking on Paralegal duties as they are in training to become paralegals and should be
moved from this series/classification if they are no longer pursuing or are unsuccessful in this
training. We have confirmed in this review that the Legal Assistant roles are classified correctly,
and still comparable to Benchmark Job # 113 Legal Secretary.

However, the new proposed Senior Legal Assistant position is highly comparable to the PSJEP
Benchmark, Legal Assistant (Benchmark # 113) and stronger than the Benchmark, Legal
Secretary (Benchmark # 112). As Benchmark # 113 is the benchmark that is also very similar to
the LOM, we identified the key differences between the two roles to ensure this newly
developed role has accountabilities that are distinct from the LOM.

A related legally focused comparator position, the Paralegal (a BCPS and LSB position), is
considered technically stronger than the Senior Legal Assistant, because it is required to
understand the principles of a professional area to complete the work and must possess
knowledge of substantive and procedural law relevant to the work delegated by the supervising
lawyer; work that, if not carried out by the paralegal, would be carried out by a lawyer.

In summary, the work examples demonstrated high comparability to the Legal Assistant
(Benchmark # 113), where the Senior Legal Assistant’s core responsibilities include:

e Requiring a knowledge of the goals and objectives of the legal system and Branch
programs to provide senior legal assistant services to legal counsel on sensitive cases
and provide advice and guidance to legal assistants for escalated cases and issues.

e Applying judgement to apply structured study and analysis of file material such as such
as affidavits, factums, book of authorities and orders, appeal documents, legal
submissions, and various types of court registry and/or administrative tribunal
documents, and choose an approach using a combination of accepted legal procedures
and terminology to provide senior legal analysis services to legal counsel.

e Working within general procedures to select alternative courses of action to provide
senior legal assistant services, perform analysis on complex cases, provide training and
guidance to legal assistants and organize and manage barrister and solicitor legal files
and documents including assisting in the closing of complex transactions, preparing
records for registration, assisting in the preparation and management of a multi-party
closing agenda, closing procedures agreement(s), managing the preparation of
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documents for execution including escrow arrangements, the preparation of closing
binders and managing post-closing deliveries.

See below a comparison of the Legal Assistant, Sr Legal Assistant and Legal Office Manager.

Comparison with Clerk 11 1 egal Assistant and Legal Office Manager AO 14

Legal Assistant NEW Sr Legal Assistant Legal Office Manager

Job Store #297 rating Job Store #208

(review in 2017) (reviewin 2021) (review in 2017)
Factor 1 E 145 Factor 1 F 190 Factor 1 F 190
Factor 2 D 100 Factor 2 E 150 Factor 2 E 150
Factor 3 C 30 Factor 3 C 30 Factor 3 D 30
Factor 4 D 22.5 Factor 4 C 15 Factor 4 C 15
Factor 5 C 50 Factor 5 D 75 Factor 5 D 75
Factor 6 B 10 Factor 6 C 15 Factor 6 D 22.5
Factor 7 D 22.5 Factor 7 D 22.5 Factor 7 E 33
Factor 8 B 9 Factor 8 B 9 Factor 8 DF 9
Factor 9 B 10 Factor 9 B 10 Factor 9 B 10
Factor 10 c 12 Factor 10 c 12 Factor 10 C 12
Factor 11 c 12 Factor 11 c 12 Factor 11 C 12
Factor 12 B 1 Factor 12 B 4 Factor 12 B 4
Factor 13 B 4 Factor 13 B 4 Factor 13 B 4

Total Points 431 Clerk 11 Total Points 549 AO 14 Total Points 594 AO 14

The following demonstrates what is expected in major/complex case support in LSB:

Barrister’s files

. Performs redaction services on sensitive files including under the Freedom of
Information and Protection of Privacy Act.
. Manages complex litigation, including complex constitutional litigation, by reviewing

pleadings (including Notices of Constitutional Question from the Supreme Court of Canada),
determining client Ministry contacts, organizing documents, and setting up file management
processes in Legal Files.

. Reviews legal documents, photographs, audio or videotaped statements for major
litigation files.

Solicitor’s files

. Manages complex solicitor files, determining client Ministry contacts, organizing
documents, and setting up file-management processes relating to large, complex agreements
and schedules or appendices, or draft legislation.

. Assists in the conduct and management of due diligence processes appropriate to
complex contractual and legislative arrangements.
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. Analyzes the elements of a complex transaction, including the roles of other parties and
advisers involved in the transaction, required to bring it to a conclusion.

We support a ratio of 1:10 Sr Legal Assistants to Legal Assistants. This recognizes a higher level
of experience and knowledge is required for the Sr Legal Assistant, but still maintains that the
majority of legal assistant work and examples are recognized in the Clerk 11 classification, as
per the benchmark position in the PSJEP plan. Most staff guidance and office issues/projects
continue to be credited to the LOMs.

To support the AO 14 classification, the new Sr Legal Assistant positions will need to meet the
following criteria:

. Manage a workload consisting mostly of major/complex work (see above definition)
. Manage escalated cases and issues from Legal Assistants

. Provide guidance to legal assistants and clerks as a Senior role

. Provide senior legal analysis to legal documents

. 1:10 ratio of Sr Legal Assistants to Legal Assistants

With this result, we are confirming that the current Legal Assistants are correctly classified at
the Clerk 11, and that any mentions of ‘major’ cases must be removed from that job profile, to
support this higher classification of the Sr Legal Assistant.

Job evaluation is an objective process to ensure equity across jobs in the BC Public Service. We
are confident that through this review process, all information has been thoroughly re-
considered to provide a fair and supportable outcome for both BC Prosecution Services and
Legal Services Branch.

Thank you for the time you have taken to help us gain a better understanding of the legal
administrative work in your branch.

Regards,

Yutio W d&aaéhd

Julia McLachlan, Warren Faller, Kim Weisgerber

Legal Administrative Review Working Group
Classification Services and Total Compensation Branch
B.C. Public Service Agency

Attachments:
PSJEP Rationale
Legal Admin Job Stream
Approved job profiles:
Senior Legal Assistant
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Benchmarks:
Benchmark # 112 Legal Secretary
Benchmark # 113 Legal Assistant
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CLASSIFICATION WORKSHEET

Position Number Various

Position Title Sr Legal Analyst

Ministry Attorney General

Division Business Operations

Branch BC Prosecution Service

Location Various

FACTOR | DEG PTS RATIONALE
1. JK F 190 | The Sr Legal Analyst must understand the goals and objectives of the Criminal Justice System and

Branch programs to provide senior legal assistant services to Crown Counsel on sensitive major
(highly complex) prosecutions and provide advice and guidance to legal assistants on escalated
cases and issues.

In comparison, Legal Assistants (those confirmed at the Clerk 11) must understand and apply the
accepted methods of criminal law processes to provide administrative, secretarial and legal assistant
support to Crown Counsel and to search, compile, index and assemble statements, records,
transcripts and reports for court files.

The Sr Legal Analyst must focus on and spend the majority of their time on senior, escalated or
Special Assignment (SA) cases fo warrant the recognition of a higher knowledge requirement than
that of the Legal Assistant who is already given credit for managing files that vary in complexity and
sensitivity from remand court and simple summary offences (breach of probation, files with a
maximum penalty of a $5,000 fine and/or 6 months in jail) to indictable offences (ex. Theft over
$5,000, aggravated sexual assault, murder) including supporting supreme court trial files with a large
volume of witnesses and disclosure.

It is the requirement of a stronger knowledge of the Criminal Justice System to manage SA cases and
escalations, provide expertise and guidance to legal assistants and provide senior legal assistant
services that differentiates this role from the Legal Secretary Benchmark.

=BM 113 Legal Assistant Crown Counsel @ F (similar to current Legal Office Manager or LOM)
who must understand the goals and objectives of the Criminal Justice System and Branch programs
to provide legal assistant services to Crown Counsel on sensitive prosecutions and provide advice
and guidance to legal secretaries on escalated cases and issues.

=BM 366 Investigative Officer @ F who must have a practical understanding of the basic principles
of law to perform investigations into allegations of fraud or identify anomalies in the administration of
income assistance benefits to compile evidence, prepare reports and assist legal counsel in preparing
cases for Civil Court.

< Paralegal @ G who is required to understand the principles of legal research to plan and conduct
research and analysis on complex issues both independently such as disclosure and file review or as
part of a team on more serious files such as murder cases; apply criminal law legislation to determine
requirements for cases to provide a legal opinion; use diverse information sources, and select the
appropriate research methodology to sift through large amounts of evidence and develop legal
analysis and recommendations, prepare DNA and evidence continuity charts, multimedia and other
presentations for review, and assist Crown Counsel to prepare cases for court including helping with
in-court submissions and arguments, completing file reviews before trial, preparing Books of Authority,
opening/closing remarks, witness examinations and preparing dangerous offender hearings.

<BM 399 Ministry Contract Administrator @ G who must understand the principles of contract and
business law to analyze contract data and interpret central agency policies and procedures to provide
contract administration and support to ministry staff, respond to contract inquiries, resolve conflicts
and develop, draft and recommend the ministry’s contract management framework.

>BM 112 Legal Secretary @ E who must understand and apply the accepted methods of civil and
criminal law processes to provide administrative, secretarial and legal assistant support to Crown
Counsel and to search, compile, index and assemble statements, records, transcripts and reports for
court files.
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FACTOR | DEG PTS RATIONALE

2. MD E 150 | Sr Legal Analysts require judgement to apply structured study and analysis to complex file material
such as criminal records and medical reports and choose an approach using a combination of
accepted legal procedures and terminology to provide senior legal assistant services to Crown
Counsel. Similar to the Legal Assistants (described below), they also draft court documents and
reports, prepare legal files for trial and ensure materials are ready for court.

In crediting the Sr Legal Analyst with higher judgement than the Legal Assistant, we are recognizing
that the position manages escalated and complex SA cases on a regular basis (in comparison to the
Legal Assistants) requiring deeper analysis of more complex materials and developing resulting
recommendations.

In comparison, the Legal Assistants, at D in factor 2, use judgement to assess court requirements and
choose an approach using a combination of accepted court procedures and legal terminology to draft
court documents such as expert witness notices, spring orders, withdrawal/abatement letters,
forfeiture orders and firearm applications, search and compile statements, reports and documents to
prepare legal files for trial, review evidentiary materials and vet disclosure to be provided to defence
counsel/accused. They ensure Crown Counsel have all materials required for court and manage and
track court timelines and document submission timelines.

=BM 113 Legal Assistant Crown Counsel @ E (current Legal Office Manager or LOM) who must
use judgement to apply structured study and analysis of file material such as criminal records and
medical reports and relevant case authorities and choose an approach using a combination of
accepted legal procedures and terminology to provide legal assistant services to Crown Counsel.

=BM 366 Investigative Officer @ E who must use judgement to apply structured study, analysis and
interpretation of employment and assistance legislation and regulations and choose an approach
using a combination of accepted procedures to assess fraud allegations, gather information/evidence,
calculate overpayments, negotiate admission of fraud agreements, prepare cases for Civil Court and
to refer more serious cases to a Ministry Investigator for criminal prosecution.

<BM 399 Ministry Contract Administrator @ F who requires judgement to apply technically
exacting analysis to draft language for legal documents which are significant to the ministry and
ensures limited interpretation and ministry liability.

>BM 112 Legal Secretary @ D who uses judgement to assess court requirements and choose an
approach using a combination of accepted court procedures and legal terminology to draft court
documents, search and compile statements, reports and documents to prepare legal files for trial.

3. Ic o] 30 | Discretion required to exchange information needing an explanation of legal rights and responsibilities
with witnesses testifying in court.

=BM 112 Legal Secretary @ C who requires discretion to exchange information needing an
explanation of legal rights and responsibilities with witnesses testifying in court.

4. PC Cc 15 | Moderate coordination and dexterity required to use word processor to produce a variety of court
documents with some requirement for speed to meet deadlines.

=BM 113 Legal Assistant Crown Counsel @ C who requires moderate coordination and dexterity
required to use word processor to produce a variety of court documents with some requirement for
speed to meet deadlines.
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FACTOR | DEG PTS RATIONALE

5. WA D 75 | Guided by general procedures orinstructions, The Sr Legal Analyst selects alternative courses of action
to provide senior legal assistant services, analyze and prepare court documents, manage SA cases
with many complicating factors and long timelines, and provide guidance to Legal Assistants on
escalated cases.

In comparison, guided by specific procedures, Legal Assistants select courses of action to complete
assignments using previous instruction to coordinate legal administrative support functions, process
payments and invoices and produce comrespondence, reports and legal documents and
support/schedule witnesses.

By crediting the Sr Legal Analyst with more responsibility for work assignments we have recognized
that the work completed the majority of the time is complex, and requires a higher level of freedom and
experience to determine alternative courses of action to provide analysis and recommendations to
support complex cases.

=BM 113 Legal Assistant Crown Counsel @ D (current Legal Office Manager or LOM) who is
guided by general procedures or instructions, selects alternative courses of action to provide legal
assistant services, prepare court documents, coordinate administrative staff and coordinate the
Witness Management Program.

=BM 121 Registry Technician @ D who is guided by general registry procedures or instructions, and
selects alternative courses of action to approve and sign or return, if not in compliance with court
requirements, documents such as Petitions for Divorce, Grants of Probate and Writs of Seizure and
Sale.

< Paralegal @ E who is guided by general research standards, policies, guidelines, court rules and
criminal law legislation, to apply accepted work methods in a different way to determine the most
appropriate way to amend legal research plans, select appropriate information sources and apply
established legal research methodologies to conduct information analysis, present information in
various forms for court, provide legal opinions and recommend a course of action to Crown Counsel.
Paralegals provide advice and technical direction to staff on new business processes and change
initiatives across the province, for example paralegals producing tools such as a Jordan Timeline
Worksheet that allows for easy calculation of court mandated timelines/deadlines for disclosure, being
the designated lead for ledger-based disclosure that provides a mechanism to organize large amounts
of disclosure received from police, and working as a designated lead for moving towards converting
paper disclosure to electronic disclosure. Paralegals also participate in or lead witness/victim
interviews when gathering evidence to prepare for trial (deciding what questions to ask, how to ask
them, etc.).

<BM 396 Senior Registry Technician @ E who is guided by registry policies, guidelines, court rules
and various Acts and legislation, applies accepted work methods in a different way to act as the
regional technical resource in Divorce and Family procedures to provide advice and technical direction
to regional ministry staff.

>BM 107 Facilities Licensing Clerk @ C who, guided by specific procedures, selects a course of
action to complete assignments using previous instruction to prepare correspondence and statistical
reports, maintains computer software tracking programs, recommends and implements changes to
computer applications and sets up filing system for the Community Care Facility Licensing program.

6. FR D 225 | The Sr Legal Analyst has moderate financial responsibility with expense spending authority for up to
$500 for witness travel expenses. This position conducts cost-benefit analyses for all witness travel
(e.g. determining the most cost effective travel option; looking at videoconferencing costs, when
possible, compared to in person travel) and is responsible for retaining interpreters, where required,
for witness/victim interviews with Crown Counsel.

=BM 101 Office Administrator @ D who has moderate financial responsibility to purchase office
supplies and furniture.

=BM 277 Conservation Officer, General Duty @ D who has moderate financial responsibility to
authorize vehicle repair, maintenance and operational items with spending authority to $500 per
transaction.
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FACTOR | DEG PTS RATIONALE

7. PA D 22.5 | The Sr Legal Analyst has significant responsibility to control the quality of data on files that will be
provided to legal counsel and used for legal purposes.

=BM 121 Registry Technician @ D who has significant responsibility to control the quality of data on
registry files which is used for legal purposes.

8. HR A 5 | Provides informal training and support to Legal Assistants.

=BM 003 Land Titles Officer @ A who has limited responsibility for human resources to provide
informal orientation to office support staff on registry procedures.

9. WB B 10 | Limited care and attention to calm and reassure witnesses who may be upset and deal with
upset/irate people.

=BM 113 Legal Assistant — Crown Counsel @ B who requires limited care and attention to calm
and reassure witnesses who may be upset and deal with upset/irate clients.

10. SE C 12 | Focused sensory concentration to frequently visually focus on screen to produce a variety of legal
documents and letters. Focused sensory concentration to frequently listen, observe and document
findings while gathering information/evidence to prepare reports.

=BM 113 Legal Assistant — Crown Counsel @ C who requires focused sensory concentration to
frequently visually focus on screen to produce a variety of legal documents and letters.

11. PE Cc 12 | Moderate physical effort to frequently keyboard with speed and accuracy to produce a variety of legal
documents and letters Moderate physical effort to frequently focus visual attention to view computer
screens and printed material while reviewing client files, and evidence and preparing reports.

=BM 113 Legal Assistant — Crown Counsel @ C who requires moderate physical effort to
frequently keyboard with speed and accuracy to produce a variety of legal documents and letters.

12. SR B 4 | Has exposure to regular unpleasant dealings with upset witnesses, clients and public. This position
has frequent daily interactions with the public, including victims and witnesses, many of whom can be
emotional, angry, or hostile. Positions create relationships with vulnerable victims and witnesses and
providing information that enables them / makes them feel comfortable in attending court is significant
part of this role; it is often the Legal Analysts who have the most contact with victims and witnesses
(making arrangements for them to attend court, providing updates, etc.).

=BM 113 Legal Assistant — Crown Counsel @ B who has exposure to regular unpleasant dealings
with upset witnesses, clients and public.

13. HZ Cc 6 | Moderate exposure to hazards from regular possibility of physical violence from upset witnesses and
clients.

=BM 95 Senior Clerk @ C who has moderate exposure to hazards from regular possibility of physical
violence from clients in a Children and Families office.

Total 554
Rating: Administrative Officer 14
Range: 545-624

Prepared by: Julia MclLachlan
Date: 2021-02-25
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BRITISH
COLUMBIA
B Public Service

Where ideas work

TITLE: SENIOR LEGAL ANALYST
MINISTRY: ATTORNEY GENERAL

SUPERVISOR TITLE: DISTRICT ADMINISTRATOR

JOB PROFILE
Position #: VARIOUS

CLASSIFICATION: ADMINISTRATIVE OFFICER 14
WORK UNIT: BC PROSECUTION SERVICES

SUPERVISOR POSITION #: VARIOUS

CONTEXT

JOB OVERVIEW

The Legal Analyst is responsible for providing support to Crown Counsel on serious, sensitive and complex case files
in preparation for court proceedings. This position is responsible for performing a variety of legal services with a
high degree of independence and under limited supervision. The work is carried out in a high-profile and fast-paced
office in which flexibility, teamwork, tact, diplomacy, communication and organization are essential for the efficient,
accurate, successful and timely completion of responsibilities.

ACCOUNTABILITIES
e Prepares legal case files for Special Assignment (major) cases for counsel review including:

e reviewing/evaluating/analyzing evidentiary materials, often of a disturbing and graphic nature,
including police reports, victim statements, surveillance videos, photographs, social media and cell
phone records and materials from other sources; identifying gaps/inconsistencies and following up
directly with police agencies and other agencies to resolve;

e Performing disclosure at senior level, vetting disclosure information to be provided to various parties,
following Disclosure guidelines and protocols, and performs redaction services that may place
victims and/or witnesses at risk or breach other rights such as privacy and confidentiality;

o referencing various Acts, regulations and guidelines, including but not limited to the Canadian

Victims Bill of Rights, Freedom of Information and Protection of Privacy Act, Canada Evidence Act,
Youth CriminalJustice Act, Criminal Code of Canada, Disclosure Guidelines, and others; seeking

advice where needed.

¢ Organizes the legal case file for counsel or paralegal review, ensuring all relevant documents and
evidentiary materials are included, in order to meet court hearing schedules; identifies issues for
counsel’s attention as needed.

e Prepares the case file, documents, exhibits and Books of Authorities for use at bail hearings, preliminary
inquiries and trials; prepares copies of materials for the trial and case books and exhibits for the jury and
witnesses.

e Performs legal research, such as searching for precedents, using databases, online legal resources (including
QuickLaw), library materials, and applicable legislation and case law; as requested by counsel and/or
paralegals.

o Drafts a variety of legal documents for Crown Counsel review and approval including Notices of Motion,
Affidavits, Admissions of Fact, Wiretap Applications, Notices of Appeal and Notices of Applications for Leave
to Appeal, appeal documents, sealing/unsealing orders, Indictments, Subpoenas, Submissions and petitions.

Date: March 2021
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e Produces concise document summaries for paralegals and Crown Counsel to assist in the expedient review
of documents.

e Utilizes a variety of case management tools and technologies to accurately maintain file records, including
the use of JUSTIN, Microsoft Excel, Adobe Acrobat, Ringtail and other systems, programs and applications;
trains and remains current on new technologies and frequent technology up-grades.

¢ Manages interactions with persons presenting at the office or over the telephone; employs techniques to
respond to various states of emotional distress including hostility, frustration and grief; seeks support from
senior staff, supervisor, where needed; provides referrals to external support resources where available.

e Locates victims and shares information pursuant to the Victims of Crime Act; explains available resources (ie.
RCMP victim support, etc.).

¢ Manages witnesses required at legal proceedings, including locating and notifying witnesses, explaining
court processes and using persuasive communication as needed to ensure witnesses attend Court hearings
on scheduled dates, and arranging appointments, travel and processing applicable expenses;

¢ Obtains and organizes multimedia for courtroom presentations, as required, and may assist Counsel in set-
up of courtroom equipment and/or technology access; assists with testing equipment and troubleshooting
issues, if requested, to ensure court proceedings are not delayed or interrupted.

¢ Provides training and guidance to Legal Assistants/Secretaries.

¢ May exercise Deputy Sheriff designation for the service of documents.

JOB REQUIREMENTS
e Secondary school graduation or equivalent;
¢ Preference for completion of a Legal Assistant certificate or equivalent;

¢ Minimum 3 years of recent experience in a legal office environment, preferably with experience in criminal
law.

KNOWLEDGE, SKILLS AND ABILITIES

¢ Skilled in using diplomacy, discretion and good judgment when dealing with sensitive situations, confidential
material and demanding/difficult/irate/distraught citizens;

¢ Excellent knowledge of the criminal justice system and processes, including the Rules of Court and disclosure
processes.

¢ Excellent knowledge of the Criminal Code of Canada, the Canada Evidence Act, the Youth Criminal Justice
Act, the Canadian Victims Bill of Rights, and Freedom of Information and Protection of Privacy Act.

¢ Competency with a variety of computer applications, including Adobe Acrobat Professional, Microsoft Excel,
PowerPoint and Microsoft Word;

¢ Strong oral and written skills to present information effectively, clearly, correctly, concisely, completely,
logically, in a timely manner, at a level and in a format consistent with the audience while maintaining
confidentiality;

¢ Ability to establish and maintain effective working relationships with criminal justice system partners,
including police, court services, and victim services, as well as a variety of criminal justice system participants
and groups, including people from diverse cultures;

¢ Ability to organize one’s own workload effectively, efficiently and independently;

Date: March 2021
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¢ Demonstrated knowledge of legal terminology and recognized standards of business English including
grammar, spelling and syntax.

BEHAVIOURAL COMPETENCIES

¢ Analytical Thinking is the ability to comprehend a situation by breaking it down into its components and
identifying key or underlying complex issues. It implies the ability to systematically organize and compare
the various aspects of a problem or situation and determine cause-and-effect relationships (“if...then...") to
resolve problems in a sound, decisive manner. Checks to ensure the validity or accuracy of all information.

¢ Teamwork and Cooperation is the ability to work co-operatively within diverse teams, work groups and
across the organization to achieve group and organizational goals. It includes the desire and ability to
understand and respond effectively to other people from diverse backgrounds with diverse views.

¢ Service Orientation implies a desire to identify and serve customers/clients, who may include the public, co-
workers, other branches/divisions, other ministries/agencies, other government organizations, and non-
government organizations. It means focusing one’s efforts on discovering and meeting the needs of the
customer/client.

¢ Listening, Understanding and Responding is the desire and ability to understand and respond effectively
to other people from diverse backgrounds. It includes the ability to understand accurately and respond
effectively to both spoken and unspoken or partly expressed thoughts, feelings and concerns of others.
People who demonstrate high levels of this competency show a deep and complex understanding of others,
including cross-cultural sensitivity.

¢ Self-control is the ability to keep one’s emotions under control and restrain negative actions when
provoked, faced with opposition or hostility from others, or when working under stress. It also includes the
ability to maintain stamina under continuing stress.

e Concern for Order reflects an underlying drive to reduce uncertainty in the surrounding environment. It is
expressed as monitoring and checking work or information, insisting on clarity of roles and functions, etc.
¢ Flexibility is the ability and willingness to adapt to and work effectively within a variety of diverse situations,

and diverse individuals or groups. Flexibility entails understanding and appreciating different and opposing
perspectives on an issue, adapting one's approach as situations change, and accepting changes within one’s
own job or organization.

Date: March 2021
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BRITISH JOB PROF".E

covisir - Where ideas work Position #VARIOUS
TITLE: LEGAL ASSISTANT CLASSIFICATION: CLERK 11
MINISTRY: ATTORNEY GENERAL WOoRK UNIT: BC PROSECUTION SERVICE
SUPERVISOR TITLE: CRIMINAL PROSECUTION OFFICE MANAGER SUPERVISOR POSITION #: VARIES
CONTEXT

The context in which the BC Prosecution Service delivers its mandate is complex and rapidly changing. The 2016
Supreme Court of Canada ruling R. v. Jordan imposed new presumptive time limits on criminal cases as a way of
enforcing an accused person’s Charter right to trial within a reasonable time. In addition, the rapid uptake of
technology by the public has resulted in exponential increases in criminal investigative material collected by police
and other enforcement agencies. These legal and technolcgical developments have heightened the sense of
urgency for improving the disclosure process, which can significantly contribute to delay within the criminal justice
system and increase workload pressures for police and prosecutors. Most importantly, if charges are stayed due to
delay, this can potentially weaken society's confidence in a well-functioning criminal justice system.

Crown Counsel is entrusted with the prosecution of offences and appeals in British Columbia under the Criminal
Code of Canada, the Youth Criminal Justice Act, and provincial regulatory offences. Crown Counsel provide advice to
government and police on criminal law matters and develop policies and procedures on issues relating to the
prosecution of criminal offences in British Columbia. The responsibilities of Crown Counsel are defined in the Crown
Counsel Act and are guided by the policies of the BC Prosecution Service; Crown Counsel are ultimately accountable
to the Assistant Deputy Attorney General (ADAG). Under the Act, the ADAG is head of the BC Prosecution Service
and is responsible for the administration of the day-to-day operations of the prosecution service.

JOB OVERVIEW

Criminal Prosecution Legal Analysts are responsible for providing support to Crown Counsel on prosecution case
files in preparation for court proceedings.

The Analysts support Crown Counsel and/or Criminal Prosecution Paralegals on criminal prosecution files ranging
from basic to more serious, sensitive and complex. Depending upon the availability of resources and case load,
Criminal Prosecution Legal Analysts at any level may be required to work on more high-profile and sensitive cases,
under close supervision by senior staff, supervisors, or Crown Counsel. The accountabilities of Criminal Prosecution
Legal Analysts may vary depending upon the location (i.e. large urban office or smaller more remote office) as well
as the specialized function of the Crown Counsel office (i.e. Criminal Appeals and Special Prosecutions - CASP).

ACCOUNTABILITIES

e Prepares criminal case files for Crown Counsel review to support the Crown’s obligation to disclose to the
accused all information relating to their case, whether inculpatory or exculpatory, by:

e reviewing/evaluating/analyzing evidentiary materials, often of a disturbing and graphic nature,
including police reports, victim statements, surveillance videos, photographs, social media and cell
phone records and materials from other sources; identifying gaps/inconsistencies and following up,
upon approval from Crown Counsel, directly with police agencies and other investigate agencies to
resolve;

e obtaining information/legal documentation and following-up, as directed by Crown Counsel, with
external agencies such as RCMP, probation, corrections, municipal police forces; reviewing and
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Page 31 of 55



organizing materials, as directed by Crown Counsel, including identifying missing disclosure items
such as video or audio records, transcripts of statements and expert witness reports;

e vetting disclosure information to be provided to Defence Counsel and/or accused persons, following
Disclosure guidelines and protocols, and redacting information that may place victims and/or
witnesses at risk or breach other rights such as privacy and confidentiality;

e referencing various Acts, regulations and guidelines, including but not limited to the Canadian
Victims Bill of Rights, Freedom of Information and Protection of Privacy Act, Canada Evidence Act,
Youth Criminal Justice Act, Criminal Code of Canada, Disclosure Guidelines (including the BCPS
Disclosure Manual and Vetting Guidelines), the MOU on Disclosure with Police, Crown Counsel Policy
Manual, and others; seeking advice where needed.

Organizes the prosecution file for Crown Counsel and/or Prosecution Paralegal review, ensuring all relevant
documents and evidentiary materials are included, in order to meet court hearing schedules; identifies issues
for Crown Counsel attention as needed.

Organizes Crown files, documents, exhibits and Books of Authorities for use at bail hearings, preliminary
inquiries and trials; closes files as per BC Prosecution Service protocol; prepares copies of materials for the
trial and case books and exhibits for the jury and witnesses.

Prepares and formats a variety of legal documents for Crown Counsel review and approval, including Notices
of Motion, Affidavits, Admissions of Fact, Wiretap Applications, Notices of Appeal and Notices of
Applications for Leave to Appeal, appeal documents, sealing/unsealing orders, Indictments, Subpoenas,
Submissions and petitions.

Performs basic legal research, such as searching for precedents, as requested by Crown Counsel and/or
Prosecution Paralegals.

Utilizes a variety of case management tools and technologies to accurately maintain prosecution file records,
including the use of JUSTIN, Microsoft Excel, Adobe Acrobat, Ringtail, and other systems, programs and
applications; trains and remains current on new technologies and frequent technology up-grades.

Manages interactions with persons presenting at the Crown Counsel office or over the telephone; employs
techniques to respond to various states of emotional distress including hostility, frustration and grief; seeks
support from senior staff, supervisor, or Crown Counsel where needed; provides referrals to external support
resources where available.

Locates victims and shares information pursuant to the Victims of Crime Act; explains available resources (ie.
RCMP victim support, etc.).

Coordinates the witness notification process including locating witnesses who may be indigent, out of the
country or otherwise difficult to trace; explains court processes and uses persuasive communication
strategies as needed to ensure witnesses attend Court hearings on scheduled dates; arranges the details of
travel and accommodation, as required, including the application of expense authority for expenses;
arranges the details to accommodate witnesses testifying via video conferencing, where applicable;
maintains communication with victims and/or witnesses throughout the life of the prosecution file.

Arranges requests for equipment in the courtroom, as required, and may assist Crown Counsel in set-up of
courtroom equipment and/or technology access; assists with testing equipment and troubleshooting issues,
if requested, to ensure court proceedings are not delayed or interrupted.

Processes requirements for daily arrests/in-custody accused under tight timelines, working closely with
Crown Counsel, police agencies, the court registry, sheriffs, and other justice partners.

May exercise Deputy Sheriff designation for the service of documents as required.

May provide training and guidance, as required, to more junior Criminal Prosecution Legal Analysts.
Date: August 2019
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JOB REQUIREMENTS
e Secondary school graduation or equivalent;
e Completion of a Legal Assistant certificate or equivalent is preferred;

e Experience in a legal office environment (preference for a minimum of 1 year of experience).

KNOWLEDGE, SKILLS AND ABILITIES

e Skilled in using diplomacy, discretion and good judgment when dealing with sensitive situations, confidential
material and demanding/difficult/irate/distraught citizens;

¢ Competency with a variety of computer applications, including Adobe Acrobat, Microsoft Excel and
Microsoft Word;

¢ Strong oral and written skills to present information effectively, clearly, correctly, concisely, completely,
logically, in a timely manner, at a level and in a format consistent with the audience while maintaining
confidentiality;

¢ Ability to establish and maintain effective working relationships with criminal justice system partners,
including police, court services, and victim services, as well as a variety of criminal justice system participants
and groups, including people from diverse cultures;

¢ Ability to organize one's own workload effectively, efficiently and independently;

¢ Demonstrated knowledge of legal terminology and recognized standards of business English including
grammar, spelling and syntax.

BEHAVIOURAL COMPETENCIES

e Analytical Thinking is the ability to comprehend a situation by breaking it down into its components and
identifying key or underlying complex issues. It implies the ability to systematically organize and compare
the various aspects of a problem or situation and determine cause-and-effect relationships (“if...then...") to
resolve problems in a sound, decisive manner. Checks to ensure the validity or accuracy of all information.

¢ Teamwork and Cooperation is the ability to work co-operatively within diverse teams, work groups and
across the organization to achieve group and organizational goals. It includes the desire and ability to
understand and respond effectively to other people from diverse backgrounds with diverse views.

¢ Service Orientation implies a desire to identify and serve customers/clients, who may include the public, co-
workers, other branches/divisions, other ministries/agencies, other government organizations, and non-
government organizations. It means focusing one’s efforts on discovering and meeting the needs of the
customer/client.

¢ Listening, Understanding and Responding is the desire and ability to understand and respond effectively
to other people from diverse backgrounds. It includes the ability to understand accurately and respond
effectively to both spoken and unspoken or partly expressed thoughts, feelings and concerns of others.
People who demonstrate high levels of this competency show a deep and complex understanding of others,
including cross-cultural sensitivity.

¢ Self-control is the ability to keep one’s emotions under control and restrain negative actions when
provoked, faced with opposition or hostility from others, or when working under stress. It also includes the
ability to maintain stamina under continuing stress.

e Concern for Order reflects an underlying drive to reduce uncertainty in the surrounding environment. It is
expressed as monitoring and checking work or information, insisting on clarity of roles and functions, etc.
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JOB DESCRIPTION

Benchmark Job #112
Ministry:  Attorney General Working Title: Legal Secretary
Branch: Criminal Justice Level: Range 11
Location: Kelowna Classification: Clerk Stenographer

PRIMARY FUNCTION
To provide administrative, secretarial and legal assistant services to Deputy Regional and Administrative Crown
Counsels.

JOB DUTIES AND TASKS

1. Provides administrative services for Crown Counsels
a. opens, updates, maintains, indexes and assembles hard copy and computerized files and records
b. searches, obtains and compiles medical/legal reports, criminal records, psychiatric reports, transcripts,

statements and other information necessary to prepare case files for trial

c. keeps up-to-date on matters before the courts including updating lists of trials, hearings and appeals before

the courts

searches files to compile witness and exhibition lists

e. notifies and denotifies civilian and police witnesses by subpoena, telephone or by other means; explains legal
rights and responsibilities with witnesses

f. obtains information and responds to enquiries from Ministry officials, legal counsel, Judiciary, RCMP, other
levels of government, etc.

g. reviews files and ensures required documentation is received in advance of court date

h. maintains bring forward system for court case deadlines and related administrative matters

i. removes unnecessary materials from files upon completion of trials, hearings and appeals ensuring that
nothing which may be required in the event of an appeal is lost

j- ensures records are closed out, notes dispositions, and updates precedent records and files

k. responds to general enquiries relating to court cases from the general public, withesses and the accused

. makes particulars available to defense counsel ensuring witness confidentiality

m. initiates correspondence generated by case files such as requests for information, business records checks,
death certificates, etc.; composes routine correspondence on legal matters

n. obtains statements and other court documents

o

2. Provides legal assistant and secretarial services to Crown Counsel

a. drafts various legal documents such as Affidavits, appeal documents, Indictments, Subpoenas and
Admissions of Fact on a computer

b. files praecipe with criminal registry to set trial dates, hearings, adjournments and removals etc.

c. advises law enforcement agencies on procedures for servicing documents within time limitations

d. keyboards various confidential material such as Affidavits, Applications, Orders , letters, memoranda and
reports from hand-written notes and/or dictation machine

e. arranges appointments for Crown Counsel with witnesses and defense counsel

f. ensures proper presentation of materials for higher court levels and files court documents in registries

3. Performs other related duties
a. provides formal training to junior staff on legal procedures
b. compiles statistics on court cases as required
c. orders and maintains office and law library books and supplies

Copyright © 1998 by the Province of British Columbia (2010) BM112 - Page 1
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ORGANIZATION CHART
Benchmark Job #112
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(7 positions)
(BM #112)
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REASON FOR CLASSIFICATION

Benchmark Job #112
Job Title: Legal Secretary

FACTOR REASON FOR CLASSIFICATION DEGREE | CLASS.
NO. POINTS
1 JOB KNOWLEDGE E 145

Understand and apply the accepted methods of civil and criminal law
processes to provide administrative, secretarial and legal assistant support to
Crown Counsel and to search, compile, index and assemble statements,
records, transcripts and reports for court files.
2 MENTAL DEMANDS D 100
Judgement to assess court requirements and choose an approach using a
combination of accepted court procedures and legal terminology to draft court
documents, search and compile statements, reports and documents to
prepare legal files for trial.
3 INTERPERSONAL COMMUNICATION SKILLS C 30
Discretion required to exchange information needing an explanation of legal
rights and responsibilities with witnesses testifying in court.
4 PHYSICAL COORDINATION AND DEXTERITY D 225
Significant coordination and dexterity required to use a computer to produce
legal documents and letters with speed and accuracy.
5 RESPONSIBILITY FOR WORK ASSIGNMENTS G 50
Guided by specific procedures, select a course of action to complete
assignments using previous instruction to provide legal assistant support to
Crown Counsel, search out, compile, index and assemble relevant
documentation for court files, prepare correspondence and legal documents
and monitor time limits to ensure cases are not lost or delayed.
6 RESPONSIBILITY FOR FINANCIAL RESOURCES A 5
No financial responsibility.
7 RESPONSIBILITY FOR PHYSICAL ASSETS/INFORMATION G 15
Moderate responsibility to set up and maintain a project information system of
legal case files and administrative files.

Copyright © 1998 by the Province of British Columbia (2010)
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REASON FOR CLASSIFICATION

Benchmark Job #112
Job Title: Legal Secretary

FACTOR REASON FOR CLASSIFICATION DEGREE | CLASS.
NO. POINTS
8 RESPONSIBILITY FOR HUMAN RESOURCES B 9
Responsibility to provide formal training to junior staff on legal procedures.
9 RESPONSIBILITY FOR WELL BEING/SAFETY OF OTHERS A 5
Responsibility for own well-being and safety in a low risk environment.
10 SENSORY EFFORT/MULTIPLE DEMANDS C 12
Focused sensory concentration to frequently visually focus on source
documents.
11 PHYSICAL EFFORT C 12
Moderate physical effort to frequently keyboard with speed and accuracy to
produce a variety of legal documents and letters.
12 SURROUNDINGS A 2
Exposure to office setting with minimal disagreeable elements.
13 HAZARDS B 4
Limited exposure to hazards from frequent keyboarding.
Total Points: 411.5
Level: Range 11
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JOB DESCRIPTION

Benchmark Job #113
Ministry:  Attorney General Working Title: Legal Assistant - Crown Counsel
Branch: Criminal Justice Level: Range 14
Location: Kamloops Classification: Administrative Officer

PRIMARY FUNCTION
Provides legal assistant, financial, human resources and general administrative services to local Crown Counsel and
satellite offices.

JOB DUTIES AND TASKS
1. Provides legal assistant services to Crown Counsel
a. provides legal assistant services to Crown Counsel on sensitive prosecutions by searching reference books,
statutes, appeals decisions, etc. and identifying case authorities on procedural, evidentiary and sentencing
issues
provides advice and guidance to legal secretaries on legal precedent, procedures and requirements and
responds to escalated difficult cases
obtains documents (e.g., criminal records, psychiatric/medical/legal reports) needed to prepare cases for trial
indexes case authorities in law library records and Quick Law database
develops and maintains precedent systems and advises Crown Counsel staff on their use
compiles trial books/disclosure or particulars and organizes Crown files, documents/exhibits and Books of
Authorities for use at trial
drafts and arranges for filing of legal and service documents (subpoenas, Affidavits, Wiretap Applications)
keeps informed on matters before the courts and updates trial, hearing and appeal lists to ensure case
deadlines are met
i. responds to enquiries on the criminal justice system or court cases from various groups (public, withesses,
etc)
j- ensures records are closed, notes dispositions and updates files and precedent records on completion of trials
k. deals with upset and/or hostile clients referred by front counter staff

=

=0 oo
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2. Coordinates Witness Management Program for Provincial and Supreme Court

sets up interviews for witnesses prior to court and makes travel/hotel and other arrangements
establishes and maintains invoice verification system for withess expenses

ensures confidentiality and protection are arranged for vulnerable witnesses

locates reluctant, hostile or missing witnesses and arranges for service of subpoena

determines eligibility, estimates and authorizes witness expenses such as cash advances and travel
expenses

®P20T®

3. Performs financial, material and general administrative functions
a. provides cost data on resource requirements, monitors expenditures and identifies budget variances
b. assesses facilities, equipment, telecommunications and information systems needs, coordinating purchases,
installation and repair and arranges for disposal of surplus assets
c. arranges contracting of ad hoc legal counsel by preparing approval requests and retainer contracts
d. oversees the verification, audit and processing of accounts payable and travel expenses
e. approves payment for office supplies and exercises purchasing authority for VISA expenditures

4. Supervises legal secretaries and administrative support staff
a. recruits, interviews and selects staff of 7 FTEs
b. orients staff and plans and implements job training
c. develops work plans, standards and priorities and assigns/coordinates work
d. establishes performance standards, appraises employee performance and takes disciplinary action

5. Participates in special projects
a. assists the Administrative Crown Counsel and Regional Manager, Administrative Services in the
planning/implementation of new projects such as Criminal Caseflow Management Rules
b. identifies the need for and develops and implements new/streamlined administrative procedures
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ORGANIZATION CHART

Benchmark Job #113
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REASON FOR CLASSIFICATION
Benchmark Job #113

Job Title: Legal Assistant — Crown Counsel

FACTOR
NO.

REASON FOR CLASSIFICATION

DEGREE

CLASS.
POINTS

1

JOB KNOWLEDGE

Understand the goals and objectives of the Criminal Justice System and
Branch programs to provide legal assistant services to Crown Counsel on
sensitive prosecutions and provide advice and guidance to legal secretaries
on escalated cases and issues.

F

190

MENTAL DEMANDS

Judgement to apply structured study and analysis of file material such as
criminal records and medical reports and relevant case authorities and choose
an approach using a combination of accepted legal procedures and
terminology to provide legal assistant services to Crown Counsel.

150

INTERPERSONAL COMMUNICATION SKILLS

Persuasion required to use basic counselling skills to discuss and explain
employee performance problems with workers and provide advice for
improvement.

45

PHYSICAL COORDINATION AND DEXTERITY

Moderate coordination and dexterity required to use a computer to produce a
variety of court documents with some requirement for speed to meet
deadlines.

15

RESPONSIBILITY FOR WORK ASSIGNMENTS

Guided by general procedures or instructions, selects alternative courses of
action to provide legal assistant services, prepare court documents, coordinate
administrative staff and coordinate the Witness Management Program.

75

RESPONSIBILITY FOR FINANCIAL RESOURCES

Moderate financial responsibility to provide cost data for input to budgets,
determine eligibility and estimate and authorize witness expenses, such as
cash advances and travel expenses.

225

RESPONSIBILITY FOR PHYSICAL ASSETS/INFORMATION
Considerable responsibility to control processes that ensure the content and
quality of legal documentation prepared by unit staff meet court standards.

33
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REASON FOR CLASSIFICATION
Benchmark Job #113

Job Title: Legal Assistant — Crown Counsel

FACTOR REASON FOR CLASSIFICATION DEGREE | CLASS.

NO. POINTS

8 RESPONSIBILITY FOR HUMAN RESOURCES DF 21
Responsibility to supervise support staff, appraise employee performance and
take disciplinary action (7 FTEs).

9 RESPONSIBILITY FOR WELL BEING/SAFETY OF OTHERS B 10
Limited care and attention to calm and reassure witnesses who may be upset
and deal with upset/irate clients.

10 SENSORY EFFORT/MULTIPLE DEMANDS G 12
Focused sensory concentration to frequently visually focus on screen to
produce a variety of legal documents and letters.

11 PHYSICAL EFFORT C 12
Moderate physical effort to frequently keyboard with speed and accuracy to
produce a variety of legal documents and letters.

12 SURROUNDINGS B 4
Exposure to regular unpleasant dealings with upset withesses, clients and
public.

13 HAZARDS C 6
Moderate exposure to hazards from regular possibility of physical violence
from hostile witnesses in Crown Counsel office.

Total Points: 595.5
Level: Range 14
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view/search view activ ‘new ca
Position Data Read Only
Position Title: Senior Legal Analyst Plan: PSJEP Case Status: Closed
Case # 23304 CHIPS # -
Ministry: ATTRNY GEN Division: -
Branch: BC Prosecution Services Section: -
Work Family: Legal Services Work Stream: Legal Administration & Support Services
Current Class: Not Previously Classified (Before) Current Salary: 50.00 (Before)
Approved Class: Administrative Officer 15 (After) Approved Salary: $53,345.59 (After)

Impacted Positions: 55
Estimated Annual Impact: $3,979,169 24 (including the cost of benefits)

Related Documents

Description 71178: 4 Job Profile Sr Legal Analyst - BCPS 2021.docx Quality: RELIABLE
Staffing Criteria
Competency Profile
Rationale 71179: 2 Sr Legal Analyst BCPS Rationale 20210225.docx
Working Paper 74467: Working Paper Various Sr Legal Analyst Communication to AG 20210917 docx
Working Paper 71175: 3 Legal Admin Job Stream xisx
Working Paper 71177: 1 Response Sr Legal Assistant LSB.docx
Working Paper 71602: Senior Legal Analyst response.msg
Working Paper 74507: Working Paper Senior Legal Analyst BCPS_LSB.msg
Working Paper

Diary Entry Data

File Location: BCPSA Assigned To: File Room Date: 14-Apr-2021
Action/Reason: Approval Notice Points: 554 Range: 15
CRM Ticket# 210901-000809

1JK 2MD 3IC 4PC 5WA 6FR 7PA 8HR O9SWB 10SE 11PE 12SR 13HZ
ke E C C D D 1] A B c Cc B c

Comments

Client advised of RO 14 approval through email (attached). This review was set

up to replace the review in eclass 22285. The Committee approval is based on ~
the current compliment of 275 Legal Admin positions in BCPS5, this translates

to 55 dedicated Senior Legal Analyst positions, representative of a 1:5 ratio.

See working documents for details. Position numbers can be created under those W
conditions.

Priority: MNormal
Keyword: -
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Haussmann, Aeril CITZ:EX

From: Faller, Warren PSA:EX
Sent: October 6, 2021 1:21 PM
To: Witton, Lana PSA:EX
Subject: FW: Request

Do you mind putting this email also as a working paper.

Warren Faller

Manager, Job Evaluation Governance and Appeals

Total Compensation | Employee Relations and Total Compensation | BC Public Service Agency
Fifth Floor, 1011 Fourth Avenue | Prince George, BC | V2L 4H9 | Phone 778.349.2381

AskMyHR | 250.952.6000 | Toll Free 1.877.277.0772

trusted P

ta ented CUME T Where ideas work
modern

BC PUBLIC SERVICE

PUBLIC SERVICE WEEK | JUNE 13 - 19, 2021

Note: This message is confidential and may not be disclosed to anyone without the express written consent
of the sender

From: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Sent: September 1, 2021 1:45 PM

To: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>

Cc: Bulosan, Angelique AG:EX <Angelique.Bulosan@gov.bc.ca>
Subject: RE: Request

Good afternoon Warren,
| hope this email finds you well.

| wanted to touch base with you to provide you an update of where we are on implementation of the recently approved
Senior Legal Analyst positions. BCPS is ready to move forward with the implementation of the newly classified positions
at the 15 level and myself and my colleague Angelique Bulosan (cc’d here) will be supporting them through the process.

Because existing positions were not re-classified, the grid 15 positions will be posted (internal to the branch) and
competed for through a merit based process. The branch will be conducting internal competitions to fill these positions,
beginning early this Fall. It has been communicated to staff that these will be replacements/alignments, not new
additional new positions. Our intent is to take this opportunity to “clean up” chips data, by creating new position
numbers for all of the Senior Legal Analyst, grid 15 roles. Once staff are confirmed in their Senior Legal Analyst roles we
will clean up chips and deactivate the old position numbers (Major Trial Legal Assistant, grid 15’s and any successfully

1
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competed Legal Assistants, grid 11's). This is will support accurate position and employee data going forward, a clean
slate if you will.

At this time, | have not confirmed the same for Legal Services Branch, but anticipate it will be something similar. | will let
you know once they are ready to implement.

Kind regards,

Catherine Holder, CPHR (she/her)

Director, Strategic Human Resources

Corporate Management Services Branch, Justice and Public Safety Sector
Victoria, British Columbia

Phone: 778-698-3539 | Catherine.holder@gov.bc.ca
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I would like to acknowledge that the land on which | work in southern Vancouver Island and the south Gulf Islands is located in the
traditional territories of the Lak"‘"ar}an (Esquimalt and Songhees), Malahat, Pacheedaht, Scia’new, T’Sou-ke and WSANEC
(Pauquachin, Tsartlip, Tsawout, Tseycum) peoples. | acknowledge our traditional hosts and honour their welcome and graciousness
to those who work, live, and play here.

From: Holder, Catherine AG:EX

Sent: Friday, July 9, 2021 9:47 AM

To: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Subject: RE: Request

Good morning Warren,

Thank you for sending this along, | do appreciate it. | will be taking this to our Executive and as you requested we will
keep you appraised of implementation etc.

Kind regards,

Catherine Holder, CPHR (she/her)

Director, Strategic Human Resources

Corporate Management Services Branch, Justice and Public Safety Sector
Victoria, British Columbia

Phone: 778-698-3539 | Catherine.holder@gov.bc.ca
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I would like to acknowledge that the land on which | work in southern Vancouver Island and the south Gulf Islands is located in the
traditional territories of the Laié“’arjan (Esquimalt and Songhees), Malahat, Pacheedaht, Scia’new, T’Sou-ke and WSANEC
(Pauquachin, Tsartlip, Tsawout, Tseycum) peoples. | acknowledge our traditional hosts and honour their welcome and graciousness
to those who work, live, and play here.
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From: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Sent: Friday, July 9, 2021 9:18 AM

To: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Subject: RE: Request

Hi Catherine, please find attached the approval for position allocation/ratio of the Senior
Legal Analyst, in BC Prosecution Services and Legal Services Branch.

I've included some implementation notes and recommendations on messaging, and ask
that prior to implementing that I'm advised of the ministry commitment, so that I have
an opportunity to consult with the BCGEU prior to any announcement.

Thanks, Warren

Warren Faller

Manager, Job Evaluation Governance and Appeals

Total Compensation | Employee Relations and Total Compensation | BC Public Service Agency
Fifth Floor, 1011 Fourth Avenue | Prince George, BC | V2L 4H9 | Phone 778.349.2381

AskMyHR | 250.952.6000 | Toll Free 1.877.277.0772

trusted
talented
modern

BC PUBLIC SERVICE

' Where ideas work

PUBLIC SERVICE WEEK | JUNE 13 - 19, 2021

Note: This message is confidential and may not be disclosed to anyone without the express written consent of
the sender

From: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Sent: July 8, 2021 9:55 AM

To: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Subject: RE: Request

Thanks Warren,
If there is anything | can do to help expedite this request, please let me know.
Kind regards,

Catherine Holder, CPHR (she/her)

Director, Strategic Human Resources

Corporate Management Services Branch, Justice and Public Safety Sector
Victoria, British Columbia
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Phone: 778-698-3539 | Catherine.holder@gov.bc.ca
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I would like to acknowledge that the land on which | work in southern Vancouver Island and the south Gulf Islands is located in the
traditional territories of the Laié“’arjan (Esquimalt and Songhees), Malahat, Pacheedaht, Scia’new, T’Sou-ke and WSANEC
(Pauquachin, Tsartlip, Tsawout, Tseycum) peoples. | acknowledge our traditional hosts and honour their welcome and graciousness
to those who work, live, and play here.

From: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Sent: Thursday, July 8, 2021 9:54 AM

To: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Subject: RE: Request

I will be ready to communicate in the next day. However, I am waiting on some final
info from BC Prosecution services related to Gang crime criminal cases.

Warren Faller

Manager, Job Evaluation Governance and Appeals

Total Compensation | Employee Relations and Total Compensation | BC Public Service Agency
Fifth Floor, 1011 Fourth Avenue | Prince George, BC | V2L 4H9 | Phone 778.349.2381

AskMyHR | 250.952.6000 | Toll Free 1.877.277.0772

trusted
talented
modern

BC PUBLIC SERVICE

BRITISH
(KR TR

Where ideas work

PUBLIC SERVICE WEEK | JUNE 13 - 19, 2021

Note: This message is confidential and may not be disclosed to anyone without the express written consent of
the sender

From: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Sent: July 8, 2021 9:50 AM

To: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Subject: RE: Request

Good morning Warren,

Sorry to be a bother, but my ADM’s and DM are eager to get an update on the new ratio numbers for the Legal
Assistants so we can implement. Can you let me know when we can expect the information?

Kind regards,
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Catherine Holder, CPHR (she/her)

Director, Strategic Human Resources

Corporate Management Services Branch, Justice and Public Safety Sector
Victoria, British Columbia

Phone: 778-698-3539 | Catherine.holder@gov.bc.ca
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I would like to acknowledge that the land on which | work in southern Vancouver Island and the south Gulf Islands is located in the
traditional territories of the Laié“’arjan (Esquimalt and Songhees), Malahat, Pacheedaht, Scia’new, T’Sou-ke and WSANEC
(Pauquachin, Tsartlip, Tsawout, Tseycum) peoples. | acknowledge our traditional hosts and honour their welcome and graciousness
to those who work, live, and play here.

From: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Sent: Monday, July 5, 2021 2:33 PM

To: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Subject: RE: Request

Hi Catherine I am just working on at the moment. I'll give you an update shortly

Warren Faller

Manager, Job Evaluation Governance and Appeals

Total Compensation | Employee Relations and Total Compensation | BC Public Service Agency
Fifth Floor, 1011 Fourth Avenue | Prince George, BC | V2L 4H9 | Phone 778.349.2381

AskMyHR | 250.952.6000 | Toll Free 1.877.277.0772

trusted
talented
modern

BC PUBLIC SERVICE
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Where ideas work

PUBLIC SERVICE WEEK | JUNE 13 - 19, 2021

Note: This message is confidential and may not be disclosed to anyone without the express written consent of
the sender

From: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Sent: July 5, 2021 1:03 PM

To: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Subject: RE: Request

Importance: High

Good afternoon Warren,

| hope you are well and had a good Canada Day.
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I’'m just following up on our most recent conversation regarding the Legal Assistant positions for BC Prosecution Services
and Legal Services Branch, and to confirm what the new adjusted ratios will be?

After our last call I'd met with our ADM’s to inform them of the status of the review and it was with you. We will be
meeting again soon, and likely with the DM also so we can continue to move this forward.

If you prefer to chat, just let me know and | can set something up.
Kind regards,

Catherine Holder, CPHR (she/her)

Director, Strategic Human Resources

Corporate Management Services Branch, Justice and Public Safety Sector
Victoria, British Columbia

Phone: 778-698-3539 | Catherine.holder@gov.bc.ca
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I would like to acknowledge that the land on which | work in southern Vancouver Island and the south Gulf Islands is located in the
traditional territories of the Lak'“’arjan (Esquimalt and Songhees), Malahat, Pacheedaht, Scia’new, T’Sou-ke and WSANEC
(Pauquachin, Tsartlip, Tsawout, Tseycum) peoples. | acknowledge our traditional hosts and honour their welcome and graciousness
to those who work, live, and play here.

From: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Sent: Friday, June 11, 2021 2:58 PM

To: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Subject: RE: Request

No problem, thanks Catherine. Have a nice weekend!

From: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Sent: June 11, 2021 1:25 PM

To: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Subject: RE: Request

Hi Warren,

Thanks for getting back to me. | will communicate your message along to the ADM’s and we look forward to hearing
from you when you are ready to chat.

Kind regards,

Catherine Holder, CPHR

Director, Strategic Human Resources

Corporate Management Services Branch, Justice and Public Safety Sector
Victoria, British Columbia
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Phone: 778-698-3539 | Catherine.holder@gov.bc.ca
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Grateful to live, work, and play within the traditional territories of the Lekwungen people — known today as the Esquimalt and
Songhees Nations.

From: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Sent: Friday, June 11, 2021 1:04 PM

To: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Subject: RE: Request

I received information on criminal cases and assignments yesterday, and I anticipate
needing about 2 weeks to review, consider if I need more information, and to finalize
any approvals, should any ratio changes be supportable.

Thanks, Warren

From: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Sent: June 11, 2021 11:57 AM

To: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Subject: RE: Request

Hi Warren,

My meeting with the ADM’s is at 2:00pm today so | thought I'd just do a check in to see if there is an update on your
end that | can provide to them? Have the new ratios been confirmed and if not, when can we anticipate receiving it.

Kind regards,

Catherine Holder, CPHR

Director, Strategic Human Resources

Corporate Management Services Branch, Justice and Public Safety Sector
Victoria, British Columbia

Phone: 778-698-3539 | Catherine.holder@gov.bc.ca
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Grateful to live, work, and play within the traditional territories of the Lekwungen people — known today as the Esquimalt and
Songhees Nations.

From: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Sent: Wednesday, June 9, 2021 9:42 AM
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To: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Subject: RE: Request

Hi Catherine, Last week I requested data from Sandra Scherly showing crime stats and
numbers charged from prosecution services. She was going to get me data but said it
would take a few days. I just followed up and she said I'd get the data today. I need
this further data, to then consider the request. I then need to talk further to my ADM
with my recommendation and I'll go as fast as I can, but I cant commit to anything as
of right now.

Thanks, Warren

From: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Sent: June 8, 2021 5:56 PM

To: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Subject: RE: Request

Good evening Warren,

| hope you are keeping well. I've just been invited to a meeting with my ADM Tracy Campbell, Peter and Barbara for this
coming Friday, June 11 to provide an update on the Legal Assistants.

With that scheduled | wanted to check in to see if you have the new adjusted ratios ready that | can communicate to
them. Folks are eager to move ahead with implementation.

| am happy to discuss via telephone or teams if you prefer.
Kind regards,

Catherine Holder, CPHR

Director, Strategic Human Resources

Corporate Management Services Branch, Justice and Public Safety Sector
Victoria, British Columbia

Phone: 778-698-3539 | Catherine.holder@gov.bc.ca

Grateful to live, work, and play within the traditional territories of the Lekwungen people — known today as the Esquimalt and
Songhees Nations.

From: Holder, Catherine AG:EX

Sent: Wednesday, June 2, 2021 4:01 PM

To: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Subject: RE: Request

Hi Warren,
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First thank you for taking the time to chat this week, as | mentioned it is really appreciated.

And thank you for letting me know where you are at. That is ok if you are unable to adjust the ratios by Thursday. | will
inform the ADM’s that the information will be forthcoming and | will brief them on our conversation and how we are
working to find solutions.

When you are ready to chat again just let me know.

Kind regards,

Catherine Holder, CPHR

Director, Strategic Human Resources

Corporate Management Services Branch, Justice and Public Safety Sector
Victoria, British Columbia

Phone: 778-698-3539 | Catherine.holder@gov.bc.ca
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Grateful to live, work, and play within the traditional territories of the Lekwungen people — known today as the Esquimalt and
Songhees Nations.

From: Faller, Warren PSA:EX <Warren.Faller@gov.bc.ca>
Sent: Wednesday, June 2, 2021 3:58 PM

To: Holder, Catherine AG:EX <Catherine.Holder@gov.bc.ca>
Subject: Request

I will need a few more days to review and consider the request of adjustments to the
ratio. I'm letting you know as you said you were meeting ADMs. I would like to meet
your timeline, but I will be unable to and I need more time to get back to you. My
apologies for the delay, and it's because I consider it really important that I need more
time, not that I consider it a low priority. However, I really only knew of the request
this week.

Warren Faller

Manager, Job Evaluation Governance and Appeals

Total Compensation | Employee Relations and Total Compensation | BC Public Service Agency
Fifth Floor, 1011 Fourth Avenue | Prince George, BC | V2L 4H9 | Phone 778.349.2381

AskMyHR | 250.952.6000 | Toll Free 1.877.277.0772

Note: This message is confidential and may not be disclosed to anyone without the express written consent of
the sender

B
<iis | Where ideas work
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Haussmann, Aeril CITZ:EX

From: McLachlan, Julia PSA:EX

Sent: March 17, 2021 4:.01 PM

To: Anderson, Brian E AG:EX

Cc: Weisgerber, Kim PSA:EX; Faller, Warren PSA:EX

Subject: Senior Legal Analyst response

Attachments: 1 Response Sr Legal Analyst BCPS.docx; 2 Sr Legal Analyst BCPS Rationale 20210225.docx; 3 Legal

Admin Job Stream.xlsx; 4 Job Profile Sr Legal Analyst - BCPS 2021.docx; 5 Job Profile Legal Assistant
- BCPS 20210311.docx; BM112 - Legal Secretary.pdf; BM113 - Legal Assistant, Crown Counsel.pdf

Hello Brian,

Thank you for taking the time to meet with our working group on multiple occasions, and for providing the responses,
feedback and information required for the classification review of the new proposed Senior Legal Analyst position. After
carefully reviewing all information, documentation and notes provided, we have reached a decision and have attached
the decision response and supporting documents to this email.

We are happy to respond to your questions or arrange a meeting to discuss the results of the review or if we do not
hear from you or you prefer not to discuss, we can forward the final notice of classification so you may proceed to
recruitment and providing notice to the incumbents.

Thank you again for the time you have taken to help us gain a better understanding of the legal administrative work in
your branch.

Regards,
Julia

Julia McLachlan, Classification Specialist
Human Resources Services and Solutions | BC Public Service Agency
1011 4t Ave | Prince George BC | V2L 3H9| 778.349.0076

Website: www.gov.bc.ca/myhr/contact
Phone: 250.952.6000 | Toll Free 1.877.277.0772

JBRITISH

i | Where ideas work
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Legal Assistant/Senior Legal Analyst position allocation

I’'m writing to advise that we are ready to implement the Legal Assistant/Senior Legal Analyst
decision. | am looking for your support in communicating the following to your Ministry
Executive.

Please be advised that the Public Service Agency (PSA) Total compensation, Job Evaluation
Governance, Employee and Labour Relations Division, has reached a decision on the number of
Senior Legal Analyst positions supportable across AG divisions.

Background

The classification review was first conducted and communicated by a PSA team of job
evaluation specialists in collaboration with a Ministry management team. The team looked at a
wide range of options and gathered information in management meetings and considered the
nature of the work in BC Prosecution Services and Legal Services Branch specifically. The result
was the classification of both the existing Legal Assistant at Clerk 11 and a new position, the
Senior Legal Analyst at AO 15.

The job evaluation rationales detailing the decisions made under the Collective Agreement,
Public Service Job Evaluation Plan (PSJEP), were documented, updated job profiles were agreed
with the committee and a Career Map for Legal Administration jobs in the BC Public Service was
established as part of this review, to ensure clarity in the differentiation of work across the
sector.

The key assighments required for the establishment of a Senior Legal Analyst is that the
position must focus on and spend the majority of their time (80%):

. providing dedicated support to prepare legal case files for complex cases
. providing advice and guidance to Legal Assistants on escalated cases and issues
. providing senior legal analysis to legal documents including redacting privileged and

irrelevant information for complex cases.

Without meeting all the above criteria, the classification of AO 15 is not supportable in the
Collective Agreement, PSIEP. The criteria allow for establishing the Senior Legal Analyst AO 15
based on specific requirements related to Job Knowledge, Decision making and latitude that
can be afforded to positions performing work of a complex nature, managing escalated cases
and issues, guiding legal assistants and dealing with the most complex redaction work
encountered in complex cases.

The PSA has conducted a review of case files related to Criminal Prosecution to establish a ratio
of how many Senior Legal Analysts would be supportable, based on the above-noted criteria
and the nature of complex criminal cases in BC Prosecution Services.
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Based on the current ratio of complex cases reported in 2020, approximately 20% of cases are
likely to be considered complex in nature. Creating a dedicated position performing the most
complex senior legal analyst work the majority of the time would therefore support a ratio of 1
out of every 5 legal administration positions. The exact amount determined to be the most
complex cases would be 20% of all administrative staff.

Based on the current compliment of 275 Legal Admin positions in BC Prosecution services this
translates to 55 dedicated Senior Legal Analyst positions. This is an increase from the original
ratio of 1:10 or 22 dedicated positions. A more in-depth review of the breadth of cases was
conducted. This increase recognizes that cases, although not categorized as major/mega or
categorized as Special Assignment, can also be complex in nature. Along with being dedicated
to the most complex cases, the positions are also senior leads responsible for functionally
guiding and supporting the escalation of cases from junior legal administration staff.

The ratio of 20% would be available to LSB, where the criteria and complexity would be
considered relatively equal across AGs Civil Law role. Based on the current compliment of 88
Legal Admin positions in Legal Services Branch this translates to 18 positions. Positions may
also be considered in Justice Services, but no positions currently exist.

Final comments on implementation

It is imperative that this decision is supported fully by the Ministry when proceeding to
implementation. Even if managers involved in communicating the decision do not agree with
the outcome, it is critical that they are communicating the decision in a positive and supportive
manner. It is imperative not to support staff in refuting or rebutting this decision, as that is
contrary to the managerial obligation to represent the Employer’s job evaluation decisions. The
decision to implement a separate job profile to differentiate the work for Legal Assistant and
Senior Legal Analyst is a decision consulted on and agreed to with the Ministry divisions. Any
questions related to the outcomes staff need to contact their Union representative, and/or
management in LSB.

Although this is the completion of the review process, this does not preclude the consideration
of future Senior Legal Analyst positions, provided the work allocation is supportable beyond
what has already been reviewed. The PSA is available to discuss any adjustments to the ratio
should there be a significant increase in the number of complex cases.

Here are the key recommended messages to be provided to staff for which we require
support:

For those in Legal Assistant, Clerk 11 positions confirmed in this review

-The Ministry and the PSA have reached its decisions having reviewed and analyzed extensive
work examples provided by appellants and conducted consultations to ensure consistent
application of the negotiated job evaluation plan. (PSJEP)

- you will receive a letter confirming the conclusion of this classification review, a copy of your
new job profile which confirms your classification.
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-although the review was unable to support a reclassification because of the review process
against the negotiated classification plans, a significant number of new opportunities will be
available at the Senior Legal Analyst, AO 15 classification.

-There will be future communication to staff for new opportunities.

- The Ministry will support where possible developmental opportunities or competitions at the

AO 15, Senior Legal Analyst level, as part of its commitment to supporting career development.

-provide link to the Career map posted on the job store.

- Your management will be proactive about communication regarding these opportunities and
your supervisor will assist with helping you plan development goals to assist you with
developing your skills for applying on such opportunities in the future.

-please feel free to contact your union representative with any questions you may have.

For those current staff at the grid 15 level, moving to the new Senior Legal Analyst AO 15
position:

-when the classification decision is implemented you will receive a letter and new job profile
confirming your classification.

-please feel free to contact your union representative with any questions you may have.

This marks the conclusion of the review and PSA governance team who will begin supporting
implementation. Once confirmation has been received from the Ministry and prior to the
divisions advising staff, please reach out to Warren.Faller@gov.bc.ca who will begin
communicating with senior BCGEU classification and component representatives, so they are
aware of and understand the outcomes.

Yours truly,

Warren

Warren Faller

Manager, Job Evaluation Governance and Appeals

Total Compensation | Employee Relations and Total Compensation | BC Public Service
Agency

Fifth Floor, 1011 Fourth Avenue | Prince George, BC | V2L 4H9 | Phone 778.349.2381
AskMyHR | 250.952.6000 | Toll Free 1.877.277.0772

Note: This message is confidential and may not be disclosed to anyone without the express
written consent of the sender
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