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 SEQ CHAPTER \h \r 1WORK DESCRIPTION - DESCRIPTION DE TRAVAIL
	Position Number – Numéro du poste         

	Position Title – Titre du poste     
Junior Jurilinguist – Jurilinguiste débutant

	Position Classification –                EC06
Classification du poste     
	 National Occupation Code –        4169
 Code national des professions           
	Decision Number –    0000011292
Numéro de la décision

	Work Description Number / Numero de description de travail

0000010972
	Job Code / Emploi

211015

	Job/Generic Number - Numéro d'emploi / de générique      

EC-A-06-07-01-JR-E


	Effective Date - Date d'entrée en vigueur       

2009/06/22
 tc "Effective Date – Date d'entrée en vigueur"

	Geographic Location – Lieu géographique 


	Type of Position – Type du poste  

Generic
	Managerial or Confidential Position – Poste de direction ou de confiance



	Sector/Region - Secteur/Région       


	Dept ID – Dept ID



	Directorate/Division – Direction/Division


	Unit – Unité



	Supervisor Position Title – Titre du poste du surveillant 



	Supervisor Position Number –  Numéro du poste du surveillant  


	Supervisor Classification - Classification du surveillant    



	Language Requirements - Exigences linguistiques     


	Linguistic Profile – Profil Linguistique     



	Communication Requirements – Exigences en mati re de communicationtc "Communication Requirements – Exigences en mati re de communication"


	Office Code – Code de bureau


	Security Requirements - Exigences en matière de sécurité 




Client Service Results - Résultats axés sur le service à la clientèle
A specialist providing, under the guidance of a senior jurilinguist or the chief jurilinguist, professional services on all jurilinguistic and linguistic aspects of legislative drafting in one official language and on the legal and cultural consistency of meaning between both official language versions of all federal government legislative texts (bills, regulations and other statutory instruments) . 

Reports in the Jurilinguistic Services Unit, which is the national centre of expertise in jurilinguistics, as it applies to legislative drafting. Within the Legislative Services Branch, the Unit is responsible for the jurilinguistic and linguistic quality as well as the legal and cultural consistency of meaning between both official language versions of all legislative texts. These texts are drafted by legislative counsel and deal with the entire range of human activity, each field of which has its own vocabulary

Jurilinguistic and linguistic advice and services, under the guidance of and in consultation with a senior jurilinguist or the chief jurilinguist, for the Department of Justice Canada and its clients, namely all federal government departments and agencies.

Key Activities - Activités principales

· Revises federal government legislative texts for jurilinguistic and linguistic quality and for legal and cultural consistency of meaning between both official language versions of those texts.

· Gives advice and guidance on all jurilinguistic and linguistic aspects of legislative drafting and on the legal and cultural consistency of meaning between both official language versions of legislative texts to the Department of Justice and its clients, namely all federal government departments and agencies.

· Participates in Branch, departmental and government-wide committees that set standards on the jurilinguistic and linguistic aspects of legislative drafting and the legal and cultural consistency of meaning between versions of documents drafted in both official languages, including the standardization of legal and legislative terminology and phraseology, bijuralism and plain language.

· Revises other texts for jurilinguistic and linguistic quality and for legal and cultural consistency of meaning between both official language versions.

· Responds to inquiries from the public, private and international sectors regarding jurilinguistic and linguistic aspects of legislative drafting.
	Employee’s Statement – Déclaration de l’employé

	I have been given the opportunity to read and comment on the content of this work description.

J’ai eu l’occasion de lire et commenter le contenu de cette description de travail.

	  Name of Employee – Nom de l’employé

 
	    ________________________        ___________
     Signature                                                             Date

	Supervisor’s Statement – Déclaration du surveillant   

	This work description accurately describes the work assigned to this position.

Cette description de travail décrit adéquatement le travail assigné à ce poste.

	  Name of Supervisor – Nom du surveillant

  
	   __________________________                 __________
    Signature of Supervisor – Signature du surveillant               Date

	Manager’s Authorization  – Autorisation du gestionnaire 

	This work description accurately describes the work assigned to this position.

Cette description de travail décrit adéquatement le travail assigné à ce poste.

	  Name of Manager – Nom du gestionnaire

  
	   __________________________                 __________
    Manager’s Signature – Signature du gestionnaire               Date

	Functional Head  – Administrateur fonctionnel 

	This work description accurately describes the work assigned to this position.

Cette description de travail décrit adéquatement le travail assigné à ce poste.

	  Name of Functional Head – Nom du gestionnaire

John Mark Keyes, Chief Legislative Counsel
	         Signed by J.M. Keyes

   __________________________                 __________
    Signature of Functional Head                                                Date             

    Signature de l’administrateur fonctionnel               


Responsibility – Responsabilité

Element 1: Decision Making 
Jurilinguists are responsible for the jurilinguistic and linguistic quality as well as the legal and cultural consistency of meaning between both official language versions of all federal government legislative texts. Federal Acts and regulations deal with, and are the legal basis for, all human activities that fall under federal jurisdiction. Depending on the subject, they affect all or any part of the Canadian public. Each subject-matter has its own vocabulary and linguistic constraints. Government bills and regulations are drafted in both official languages simultaneously by legislative counsel, often on a very urgent basis. Jurilinguists are involved throughout the drafting process, giving advice and guidance to drafters, and then revising the complete draft for language quality in both official language versions and consistency between them. Legislative texts can be extremely sensitive and political. They are secret Cabinet documents until the end of the drafting and revising process, when bills are submitted to Parliament and regulations and other statutory instruments to Treasury Board. They then become public documents that are scrutinized not only by parliamentarians and Cabinet, but also by legal academics and commentators, and can attract much debate in the media and the public during and after the parliamentary or regulatory process. Once adopted, they become the law and must be accessible to all Canadians in electronic or printed format. They are the basis for all government activities, including all court decisions. A junior jurilinguist is expected to work under the guidance of and in consultation with a senior jurilinguist or the chief jurilinguist until he or she has attained functional autonomy.

Conducts in-depth analysis of the subject of the legislative text (and of the enabling legislation in the case of regulations), to understand the nature of the subject and to get a solid grasp of the terminology and language usage in that area, to ensure legal and cultural consistency of meaning between the two official language versions of the text, and to ensure that it expresses the law in the plainest, clearest, most accurate, accessible, understandable and elegant way possible.

Under the guidance of and in consultation with a senior jurilinguist or the chief jurilinguist, provides jurilinguistic and linguistic advice, consultation and guidance and acts as a resource person on all jurilinguistic and linguistic aspects of drafting in the incumbent's work language, the standardization of English civil law and French common law terminology, bijuralism and plain language as well as on legal and cultural consistency of meaning between both official language versions of legislative texts. Advice is given to drafters, legislative revisors, harmonization and bijuralism specialists and other colleagues of the Department, which includes proposing alternative approaches that are innovative and accommodate client requirements and perspectives. 

Under the guidance of and in consultation with a senior jurilinguist or the chief jurilinguist, reviews, analyzes and revises the complete English and French drafts of federal government legislative texts to ensure the legal and cultural consistency of meaning between both versions, the jurilinguistic and linguistic quality of the version in the incumbent's official language and, in consultation with a jurilinguist working in the other official language, of that other official language version. The junior jurilinguist is responsible for identifying discrepancies between the two versions and errors or weaknesses in the expression of the law, and for providing drafters with solutions that are both legally and culturally sound and irreproachable from a language perspective, while meeting the highest legislative drafting standards and respecting applicable policies, e.g. bijuralism, plain language, standardization of legal and legislative language and gender-neutrality. This often involves extensive discussions with drafters and rewriting significant portions of the drafts. The work of the junior jurilinguist is to be reviewed by a senior jurilinguist or the chief jurilinguist.

Conducts research into and contributes to the preparation of papers, reports and presentations on the state of knowledge in fields pertaining to jurilinguistics, linguistics, the development of legal terminology (including the standardization of English civil law and French common law terminology), and legislative drafting. The research and reports are used by others in the drafting of legislative texts to improve the form and expression of the law, and thus ultimately affect the Canadian public at large.

Element 2: Leadership and Operational Management

Participates in the design, preparation and revision of specialized training materials, presentations, speeches, articles, work tools and practices (e.g. model provisions, notes to drafters, jurilinguistic guidelines, Legislation Deskbook and Regulations Manual) relating to jurilinguistics in the context of Canadian federal legislation, legislative drafting and legislative/regulatory processes for the use of the Department, other departments and agencies, and Canadian and foreign audiences.

Participates in Branch, departmental or government-wide committees that set standards on the jurilinguistic and linguistic aspects of legislative drafting and the legal and cultural consistency of meaning between versions of documents drafted in both official languages, including the standardization of legal and legislative terminology and phraseology, bijuralism and plain language. 

Has custody and protection (in electronic and paper form) of draft legislative texts, which are generally secret, often sensitive and of restricted distribution. When working on legislative texts, has temporary custody of the master copies of those statutes or regulations. There is only one master of each existing statute or set of regulations.

Has custody and control of a personal computer and related software and its associated peripherals, as well as other office furniture, equipment, files, documents and materials used to perform own work.
Skill - Compétence 

Element 3: Communication
Communication skills to review and revise legislative texts and negotiate changes to them, to exchange information, to explain the appropriateness of terminological and drafting solutions adopted to produce the best text possible, to reformulate legislative texts as required, and to answer questions from others, including legislative counsel, clients, colleagues, other stakeholders and the public. 

Contact and close collaboration with legislative counsel and revisors as well as officials from client departments is required to agree on an approach to resolve jurilinguistic issues in the course of drafting legislative texts and to negotiate with and persuade stakeholders regarding the proper use of terminology and language. Other contacts include the private and other Canadian public sectors as well as educational institutions and international counterparts (both private and public sectors) when exchanging information and collaborating on research and development of standards and guidelines in the areas of terminology, linguistics and jurilinguistics.

Element 4: Knowledge of Specialized Fields

Jurilinguistics is a highly specialized field that requires expertise in language (both English and French), translation, law, legislative drafting and editing, for which recruitment, training and retention are very difficult.

Knowledge of the concepts, doctrines, theories, methods, techniques and practices of legislative drafting, government legislative drafting policies (e.g. bijuralism, plain language, standardization of legal and legislative language and gender-neutrality), regulatory law issues such as incorporation by reference, drafting enabling provisions, etc., and the rules of statutory interpretation, statutory precedents, federal drafting standards, manuals and guidelines, and laws specifically affecting drafting (e.g. Constitution Acts 1867 to 1982, Interpretation Act, Official Languages Act, Statutory Instruments Act and Financial Administration Act), in order to revise legislative texts to make them clear, accessible, coherent and for legal and cultural consistency of meaning between both official language versions, and to respond to inquiries regarding such policies, legislation, standards and practices in jurilinguistic matters.

Comprehensive knowledge of the rules and principles of grammar, spelling, syntax and style in the incumbent's first official language and of jurilinguistic and linguistic research methods, tools and techniques, both traditional and electronic, is required to ensure the jurilinguistic and linguistic quality of legislative texts, to respond to inquiries and to suggest, where appropriate, ways of correcting errors and improving the texts from the viewpoint of terminology, syntax, phraseology, organization of ideas, style and the general expression of the law.

Knowledge of the rules and principles of grammar, spelling, syntax and style in the incumbent's second official language is required to analyse and understand the other language version of draft texts and to ensure, in consultation with a fellow jurilinguist working primarily in that official language, the jurilinguistic and linguistic quality of the version of legislative texts in that language and to suggest, where appropriate, ways of correcting errors and improving the texts from the viewpoint of terminology, syntax, phraseology, organization of ideas, style and the general expression of the law.

Knowledge of the rules, methods, principles and practices of legal writing, translation and revision to ensure the legal and cultural consistency of meaning between both official language versions of legislative texts drafted by legislative counsel and to suggest, where there are discrepancies, solutions that are legally, linguistically and culturally sound.

Knowledge of the operation and rules of the various Canadian legal systems and, in particular, the federal legislative and regulatory processes, the corresponding legislation and the roles of other government organizations involved in those processes, in order to understand the constraints that affect legislative drafting and to provide legislative counsel with useful assistance in resolving problems relating to the jurilinguistic and linguistic aspects of legislative drafting issues.

Knowledge of the theories, concepts and principles of the various branches of Canadian law, including private law concepts in both the common law and civil law systems, in order to understand the legal subtleties to be expressed in legislation, to find suitable terminological and linguistic solutions and to provide drafters with useful guidance and advice as to the expression of the law. 

Knowledge of the body of federal legislation and regulations and of legal research methods, tools and techniques, both traditional and electronic, in order to conduct bilingual research in federal legislation and regulations and to search for statutory precedents. This knowledge is also necessary when revising translations done for the Branch to ensure legal and cultural consistency of meaning with original texts. 

Element 5: Contextual Knowledge

Knowledge of negotiation and consultation methods in order to achieve consensus on solutions to jurilinguistic issues, skills in holding effective meetings in order to expedite the process and interviewing skills in order to elicit information from colleagues and/or clients. 

Knowledge of the mandate, structure, policies and culture of client departments and other government organizations involved in the drafting of legislation. Each file involves different stakeholders and has particular requirements and a distinct vocabulary.

Knowledge of information sources (e.g. Canadian private and public organizations, international organizations and research and educational institutions) to remain abreast of developments in terminology and discourse pertaining to legislation in general and to the wide range of subject-matter of that legislation, standardization of English civil law and French common law terminology, bijuralism, plain language and jurilinguistics in general.

Practical knowledge of computer applications and the ability to apply a variety of administrative and word processing software programs in order to rewrite unsatisfactory portions of text drafted by legislative counsel. Knowledge of computerized legal research systems, and retrieval techniques, as well as a wide range of computerized software and systems including on-line dictionaries, Folio and Quick Law.
Element 6: Research and Analysis

Under the guidance of and in consultation with a senior jurilinguist or the chief jurilinguist, analyses in depth both language versions of complex and often lengthy legislative or regulatory framework, verify the logical layout and identify discrepancies, ambiguities or wording challenges (of a legal, cultural, strategic, structural, logical, political, grammatical, stylistic or terminological nature), suggest solutions or improvements to help drafters state the rule of law as accurately, simply,  clearly, concisely, understandably and elegantly as possible and to ensure the legal and cultural consistency of both official language versions. Lengthy discussions with drafters are often needed and entire sections of text must be rewritten.  Proposals can have precedential value and require development of new terminological or other approaches, or new conceptual frameworks. The work is made much more complicated by the range of subjects dealt with, many of which are sensitive, complex and unfamiliar, lengthy or repetitive texts, simultaneous requests, time constraints, group dynamics and poorly informed or indecisive legislative counsels or clients and the subtleties stemming from prolonged strategic negotiations among numerous parties.

Under the guidance of and in consultation with a senior jurilinguist or the chief jurilinguist, conducts in-depth searches in existing legislation and regulations in order to analyse their wording, terminology and phraseology, pass critical judgment, make the necessary recommendations to drafters for their work on current and future documents and ensure that the suggested solutions and improvements are consistent with the existing corpus and with applicable policies. When the document is intended to amend an existing document, conventional solutions may no longer be appropriate, given the way the law and, accordingly, language have evolved. The incumbent has to find solutions that reconcile all the parties’ concerns and interests. When there is interaction between federal and provincial law, Canadian bijuralism requires that the terminology and concepts or both legal traditions coexisting in Canada be reflected in both versions, which makes stating the rule of law more complex still. 

Under the guidance of and in consultation with a senior jurilinguist or the chief jurilinguist, conducts in–depth analysis of the subject matter of the legislative document (and, in the case of regulations, of the enabling statute) in order to understand it and to have a good grasp of the terminology and language used in the subject area, ensure legal and cultural consistency of both official language versions and ensure that they state the rule of law as accurately, simply, clearly, concisely, accessibly, understandably and elegantly as possible. Grasping the subject matter may entail extensive searches in the existing literature and doctrine.

Under the guidance of and in consultation with a senior jurilinguist or the chief jurilinguist, analyses in very great depth official language versions of non-legislative documents written both within and without the Legislative Services Branch and pertaining to very specific and innovative subjects affecting the legislation or regulations. The Legislative Services Branch being the centre of national expertise in this field, these documents are intended to further the science of law and knowledge about the making of legislation. Documents are intended for both experts and neophytes in the field and a high degree of rigour is required where terminology and drafting are concerned.

Effort – Efforts

Element 7: Physical Effort

Remains seated for long periods in own office or at meetings, from one to eight hours a day, on a frequent basis to revise and rewrite legislative documents, read and compare numerous documents and conduct electronic searches.

The work requires constant use of a computer, handling dictionaries and other fairly heavy reference materials, and a back-and-forth movement when comparing two versions of a text.

Element 8: Sensory Effort

Often visually compares different versions of documents, looking for changes in format or paragraph size without taking the substance of the changes into account.

Working Conditions – Conditions de travail
Element 9: Working Conditions 

The work environment is often characterized by a lack of control over the pace of work, frequent overtime and rescheduling, conflicting and changing priorities, unbreakable deadlines, multiple demands and a requirement to deal with internal or external criticism or difficult people in volatile situations. The environment is one of political sensitivity, where there are many exchanges with senior management and professional staff and where confidentiality and discretion are essential. As well, there are frequent interruptions from colleagues, clients and others since many files are handled simultaneously. This results in the need to constantly prioritize workload. The work involves dealing occasionally with emotional, angry, confrontational or uncooperative parties. The constant necessity to react quickly and accurately to requests from colleagues or senior officials causes psychological discomfort.

Deadlines, often unreasonable and unbreakable, can occur throughout the year, but multiple deadlines tend to be imposed in peak periods, when meeting two or more deadlines becomes particularly difficult. There is a risk of stress and physical exhaustion due to the long work days/weeks and time pressures and constraints in peak periods. The need to ensure that the government's legislation and regulations are ready as and when required is both constant and high profile and creates a stressful environment.

The work takes place in an office environment, which involves sitting for long periods of time, frequent distractions and interruptions from telephone calls and visitors for consultations, with little control over the traffic flow.

There is exposure to computer monitor glare and physical strain from long periods of keyboarding and conducting online research, reviewing and rewriting legal documents, and sitting for several hours at a time on a frequent basis. There is a risk of eye and muscle strain, as well as headaches and fatigue, due to prolonged periods spent daily in a seated position reviewing legislative texts or facing a computer screen.
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