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 Ottawa
T he  Ottawa  o ff i ce o f  Borden  Ladner Gerva i s LLP (BLG),  a  l ead i ng ,  i nnova t i ve  and  cl i en t-focused  l aw f i rm  i n  Canada ,  i s seeki ng  an  Adm i n i st ra to r,
Records M anagem ent.

Purpose of the Role

T he  Adm i n i st ra to r,  Records M anagem ent,  an  experi enced-l eve l  posi t i on ,  wi l l  be  expected  to  support  the  Fi rm  Lawyers,  Assi stan ts and  Busi ness Servi ces
departm en ts i n  the  m anagem ent o f  physi ca l  and  e l ectron i c Records i n  acco rdance  wi th  the  Fi rm s Records M anagem ent Po l i cy and  p rocedures and  to
m anage  departm en t p rocesses and  du t i es assi gned .  T h i s i s a  fu l l y on -si te  ro l e  worki ng  ou t  o f  the  Ottawa  o ff i ce  o f  BLG.

Key Responsibili ties

T he  key responsi b i l i t i es o f  th i s ro l e  a re :

Supports Records cl assi f i ca t i on ,  o rgan i za t i on ,  reg i st ra t i on  and  sta tus m anagem ent i n  the  Records M anagem ent System

M anages workf l ows fo r d i g i t i zi ng  reco rds

Supports e l ectron i c f i l e  m anagem ent,  i ncl ud i ng  crea t i ng  fo l de r st ructu res,  m i g ra t i ng  da ta ,  and  upda t i ng  docum ent p ro f i l es

Faci l i ta tes ha rd  copy f i l e  sto rage  and  ci rcu l a t i on

M anages cab i ne t  a l l oca t i on

Processes requests fo r i n fo rm at i on  and  f i l e  re t ri eva l s

Processes f i l e  re l eases /  t ransfe rs wh i ch  i ncl udes co l l ect i ng  and  p repari ng  f i l es as we l l  as crea t i ng  and  f i l i ng  requ i red  docum enta t i on

Processes i nstruct i ons fo r f i na l  d i sposi t i on  /  destruct i on

Oversees Vau l t  Records M anagem ent wh i ch  i nvo l ves i n take ,  sto rage ,  da tabase  m anagem ent,  m anag i ng  requests fo r i n fo rm at i on  and  t ransfe rs,
p repari ng  and  f i l i ng  a l l  requ i red  docum ents,  t ransfe rri ng  f i l es

Supports Vendor m anagem ent,  i nvo i ce  reconci l i a t i on  and  departm en t f i l i ng .

Key Competencies

2  –  3  years o f  p ri o r Records M anagem ent experi ence  i n  a  busi ness to  busi ness envi ronm ent

Understand i ng  o f  f i rm  l ega l ,  regu l a to ry and  opera t i ona l  envi ronm ent i s a  st rong  asse t

Advanced  f i l i ng  and  cl assi f i ca t i on  knowl edge ,  sea rch  techn i ques and  p rocesses

Strong  typ i ng  and  da ta  en try ski l l s

Ab i l i ty to  work i ndependen t l y,  fo l l ow i nstruct i ons wi th  m i n i m a l  supervi si on  and  take  i n i t i a t i ve

Exce l l en t  t i m e  m anagem ent ski l l s wi th  the  ab i l i ty to  work under p ressu re  and  dem and i ng  dead l i nes

Strong  a t ten t i on  to  de ta i l  ski l l s to  de l i ve r f i l es wi th  the  l east  am oun t o f  d i screpanci es

A team  p l aye r wi th  exce l l en t  i n te rpe rsona l  ski l l s and  a  st rong  l eve l  o f  p ro fessi ona l i sm  and  con f i dence

Pro f i ci ency i n  com pute r system s and  so f tware  app l i ca t i ons i ncl ud i ng  M i croso f t  Off i ce  (Ou t l ook,  Word ,  Exce l ),  web-based  app l i ca t i ons,  as we l l  as the
f i rm ’s Docum ent M anagem ent System , Records M anagem ent So f tware ,  Docum ent Im ag i ng  So f tware ,  and  any add i t i ona l  f i rm  app l i ca t i ons used  to
m anage  cl i en t  m a tte r reco rds and  i n fo rm at i on

Ab i l i ty to  physi ca l l y l i f t  and  m ove  boxes up  to  40  l bs

How to Apply

Effect i ve  June  27 ,  2022 ,  BLG has suspended  i ts cu rren t  vacci ne  po l i cy m anda te ,  As the  pandem i c i s no t  ove r,  the  sa fe ty o f  Fi rm  m em bers and  the  BLG
com m un i ty rem a i ns ou r top  p ri o ri ty.  Gi ven  the  eve r-evo l vi ng  na tu re  o f  the  si tua t i on ,  we  wi l l  con t i nue  to  cl ose l y m on i to r hea l th  cond i t i ons and  i f
necessary i m p l em ent new m easures to  p ro tect  Fi rm  m em bers.  Wh i l e  i s i t  no t  a  cond i t i on  o f  em p l oym ent,  we  wou l d  appreci a te  revi ewi ng  your m ost
recen t  p roo f  o f  vacci ne  i f  ava i l ab l e .

Everyone  a t  BLG i s requ i red  to  ca rry ou t  the  du t i es o f  the i r ro l e  wh i l e  upho l d i ng  the  i m portan t  p ri nci p l es o f  ou r respect fu l  workp l ace  po l i ci es,  and
trea t i ng  eve ryone  wi th  respect ,  regard l ess o f  posi t i on .  A t  BLG, va l u i ng  d i ve rsi ty and  i ncl usi on  i s key to  a  respect fu l  workp l ace .

BLG i s com m i t ted  to  bu i l d i ng  and  foste ri ng  a  workp l ace  tha t  i s re f l ect i ve  o f  ou r com m un i t i es,  where  a l l  f i rm  m em bers fee l  i ncl uded ,  va l ued ,  and  heard .
We we l com e app l i ca t i ons f rom  a l l  qua l i f i ed  cand i da tes bu t  acknowl edge  the  system i c and  structu ra l  ba rri e rs tha t  have ,  h i sto ri ca l l y,  m arg i na l i zed  and
barred  ce rta i n  g roups f rom  accessi ng  em p l oym ent opportun i t i es.  As pa rt  o f  ou r com m i tm en t to  rem ovi ng  ba rri e rs to  em p l oym ent,  we  strong l y encourage
app l i ca t i ons f rom  m em bers o f  these  h i sto ri ca l l y m arg i na l i zed  g roups i ncl ud i ng ,  bu t  no t  l i m i ted  to ,  Ind i genous peop l es,  raci a l i zed  i nd i vi dua l s,  m em bers
o f  the  LGBT Q+ com m un i ty,  peop l e  wi th  d i sab i l i t i es and  wom en. Accom m odat i ons a re  ava i l ab l e ,  upon  request ,  i n  a l l  aspects o f  the  recru i tm en t p rocess.






