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 Calgary
T he  Ca l ga ry 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 t i ve
Assi stan t .

Purpose of the Role

T he  Adm i n i st ra t i ve  Assi stan t  wi l l  pe rfo rm  a l l  adm i n i st ra t i ve  and  f i l e  m anagem ent tasks requested  by Lawyers,  Pract i ce  Assi stan ts and  o the r support
funct i ons i n  the  Di spu tes g roup .  T h i s i ncl udes f i l e  open i ng ,  copyi ng ,  f i l i ng ,  a rch i ve  m anagem ent,  scann i ng  and  com p l e t i ng  genera l  adm i n i st ra t i ve
du t i es as requ i red .

Fi l i ng ,  copyi ng ,  scann i ng  and  genera l  adm i n i st ra t i on  i s an  i n teg ra l  pa rt  o f  the  opera t i on  o f  the  f i rm  and  wi th i n  th i s ro l e  the  Adm i n i st ra t i ve  Assi stan t  wi l l
be  requ i red  to  com p l e te  du t i es fo r extended  pe ri ods o f  t i m e  du ri ng  each  day.

T he  Adm i n i st ra t i ve  Assi stan t  i s accoun tab l e  fo r estab l i sh i ng  and  m a i n ta i n i ng  an  ongo i ng  se rvi ce  based  re l a t i onsh i p  wi th  the  team .

Key Responsibili ties

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

Adm i n i st ra t i on  and  Fi l e  M anagem ent

Undertake  l a rge  and  sm a l l  copyi ng  requests,  scann i ng ,  b i nd i ng  and  f i n i sh i ng  cop i ed  work (worki ng  wi th  Off i ce  Servi ces as app l i cab l e )

Rece i ve  and  p rocess f i l e  m anagem ent requests

Crea te  new f i l es i n  the  system  and  undertake  a l l  f i l e  cl osi ng  p rocedures

Open  new f i l e  fo l de rs and  l abe l  acco rd i ng l y

Work wi th  the  p ract i ce  m anagem ent system  to  l og  and  reco rd  docum ents

Undertake  a l l  f i l e  m anagem ent (re tu rn  o r add  docum ents) and  f i l e  housekeep i ng  p rocedures to  ensure  exi st i ng  cl i en t  f i l es a re  constan t l y up  to  da te

Understand ,  i den t i fy and  p rocess a l l  p ri nci p l e  docum ents wi th i n  f i l es

Process a rch i ve  re tri eva l  requests

M a i n ta i n  a l l  f i l i ng  and  work a reas i n  a  t i dy and  o rde rl y m anner

Assi st  wi th  Know Your Cl i en t  (“KYC”) and  con f l i ct  checki ng  p rocedures i n  acco rdance  wi th  the  f i rm ’s p rocedures

Conduct  sea rches as requested

Keep  a  reco rd  o f  t i m e  spen t  on  va ri ous adm i n i st ra t i ve  tasks fo r i n te rna l  pu rposes

Any o the r du t i es as requested  by the  busi ness

Custom er Servi ce

Dea l  wi th  any Lawyer and /o r LSS m em ber enqu i ri es i n  a  p rom pt and  e ff i ci en t  m anner

Com m un i ca te  and  l i a i se  wi th  requesto r on  f i l e  m anagem ent i ssues

Consi sten t l y and  appropri a te l y upda te  the  team  on  p rog ress where  appropri a te

Work wi th  team  to  o ffe r assi stance  wherever possi b l e

Key Competencies

Estab l i shed  knowl edge  o f  M i croso f t  Off i ce  su i te  so f tware  (e .g . ,  Word ,  Exce l ,  PowerPo i n t) and  CRM

Post-Secondary d i p l om a i n  Adm i n i st ra t i on ,  an  asse t

Ab i l i ty to  take  i n i t i a t i ve

Fl exi b l e  and  en thusi ast i c se l f -sta rte r

Strong  o rgan i za t i on  and  m u l t i -taski ng  ski l l s

Strong  o ra l  and  wri t ten  com m un i ca t i on  ski l l s

Exce l l en t  i n te rpe rsona l  ski l l s

Strong  team work ski l l s

Ab i l i ty to  work under p ressu re  and  m ee t dead l i nes

Sound  knowl edge  o f  support  se rvi ces



A desi re  to  con t i nuousl y i m prove  ski l l s

A st rong  focus on  ensuri ng  the  h i ghest  l eve l s o f  cl i en t  se rvi ce  standards a re  de l i ve red  and  m a i n ta i ned

How to Apply*

We thank a l l  app l i can ts fo r the i r i n te rest  i n  th i s posi t i on ,  however,  on l y app l i can ts se l ected  fo r an  i n te rvi ew wi l l  be  con tacted .

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  equ i ty,  d i ve rsi ty and  i ncl usi on  i s key to  a  respect fu l  workp l ace .

BLG i s commi t ted  to  bu i l d i ng  and  foste ri ng  a  w orkp l ace  tha t  i s re f l ect i ve  o f  ou r commun i t i es,  w here  a l l  f i rm members fee l  i ncl uded ,  va l ued ,  and  heard .
We w e l come app l i ca t i ons f rom a l l  qua l i f i ed  cand i da tes bu t  acknow l edge  the  systemi c and  structu ra l  ba rri e rs tha t  have ,  h i sto ri ca l l y,  marg i na l i zed  and
barred  ce rta i n  g roups f rom accessi ng  emp l oyment opportun i t i es.  As pa rt  o f  ou r commi tmen t to  removi ng  ba rri e rs to  emp l oyment,  w e  strong l y encourage
app l i ca t i ons f rom members o f  these  h i sto ri ca l l y marg i na l i zed  g roups i ncl ud i ng ,  bu t  no t  l i mi ted  to ,  Ind i genous peop l es,  raci a l i zed  i nd i vi dua l s,  members
o f  the  LGBTQ+ commun i ty,  peop l e  w i th  d i sab i l i t i es and  w omen. Accommodat i ons a re  ava i l ab l e ,  upon  request ,  i n  a l l  aspects o f  the  recru i tmen t p rocess.

* P l ease  no te  tha t  re l a t i ves o f  cu rren t  BLG em p l oyees and  pa rtne rs a re  no t  e l i g i b l e  fo r consi de ra t i on .




