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Position Title Director, Digital Information Strategy and Governance Classification Director Level 
Branch Digital Information Office Position # TBD 
Reports to Deputy Clerk and Clerk of Committees Date Updated August 2019 

 
PROGRAM AND STRUCTURE 
 
Legislative Assembly staff provide non-partisan services to the institution of Parliament and its elected 
members in the areas of procedural advice, administrative support and information services. The Legislative 
Assembly is an autonomous employer, separate from the administrative framework of government 
ministries and agencies, which operates under the authority of the Constitution Act and the Legislative 
Assembly Management Committee Act. 
 
The Deputy Clerk and Clerk of Committees provides managerial direction to and oversight of the following 
Assembly departments and staff: the Parliamentary Committees Office; other Table Officers, including 
Parliamentary Counsel; Hansard Services; the Parliamentary Education Office; the Legislative Library; and 
the Digital Information Office. The Director, Digital Information Strategy and Governance is a member of 
the Assembly Senior Management Team. 
 
POSITION SUMMARY 
 
The Director, Digital Information Strategy and Governance (the Director) is accountable for the Assembly’s 
digital strategy program to optimize strategic management and use of the Assembly’s information assets. 
The Director is accountable for the development, implementation, monitoring and continuous 
improvement of an information governance program that achieves Assembly compliance with all 
legislative, regulatory and policy directives. The Director chairs the Information Governance Committee, 
and fosters collaboration between Assembly stakeholders in the development of Assembly-wide records 
and information management policies, procedures, practices and priorities. Through project management, 
the Director supports Assembly departments in the development and delivery of innovative information 
products and services and effective information management systems that maximize use of, access to and 
value of Assembly information. The Director will develop and oversee the new Digital Information Office.  

RESPONSIBILITIES 
 

• Provides strategic direction and leadership, and guides priorities, for the development and delivery 
of Assembly information management policies, procedures and practices. 

• Leads and serves as chair of the Information Governance Committee, fostering collaborative 
relationships among all IG stakeholders. 

• Develops and leads implementation, monitoring and improvement of the Information Governance 
Program, achieving compliance with all legislative and policy requirements. 

• Establishes a program of routine disclosure of information, collaborating with Assembly Executive, 
directors and internal stakeholders to establish program goals, objectives and performance 
measures, information release categories and release schedules; oversees and guides regular 
program review and improvement.  
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• Develops and implements integrated guidelines and consistent processes for managing the lifecycle 
of Assembly records and information, from creation through to disposition, and addresses policy 
areas such as copyright, disclosure and privacy protection. 

• Identifies, evaluates, coordinates and leads Assembly information management projects that 
achieve strategic organizational goals and objectives. 

• Works collaboratively with internal stakeholders to integrate all Assembly information products 
and services into the digital strategy. 

• Collaborates with IT, security and Assembly leadership to comprehensively manage information 
risk.  

• Provides strategic advice to Assembly Executive on matters of public reporting, information 
disclosure and privacy protection. 

• Ensures operational, disaster recovery and business continuity objectives are met in the planning of 
new and enhanced Assembly information management systems. 

• Leads strategic Assembly-wide technology projects related to information management. 
• Develops the DIO annual operating and project budgets and evaluates and monitors ongoing 

funding and resource needs to ensure the DIO is capable of delivering on its service mandate. 
• Develops immediate- and long-term operating budgets and resource forecasts for the Assembly 

Information Governance program, ensuring its ongoing maintenance and success. 
• Provides expert advice to the Assembly executive team and senior management on emerging 

records and information management issues, industry standards and best practices. 
• Responsible for ensuring interdepartmental Assembly project teams and contract staff deliver IM 

projects successfully and meet Assembly strategic information management objectives. 
• Establishes an effective organizational structure and core Digital Information Office job roles. 
• Leads professional staff, provides coaching, mentoring, professional development opportunities 

and performance feedback that builds IM/IG project management competencies and capabilities of 
the Digital Information Office.   

• As part of continuous improvement and effective coordination and collaboration on digital services 
issues, establishes and manages ongoing public sector partnerships—e.g., Government Records 
Services, Office of the Information and Privacy Commissioner, and other appropriate bodies.  

• Builds and fosters effective internal partnerships and collaboration between departments on digital 
issues and solutions. 
 

SELECTION CRITERIA 
 
Education, training and experience: 

• Undergraduate and/or advanced degree in records and information management, information technology, 
computer science, business administration or a related discipline. 

• At least seven years’ experience leading, developing, and implementing diverse and complex digital 
information projects and project teams in complex organizational environments.   

• PMP designation or currently working toward certification is strongly preferred.   

• Other relevant professional certifications preferred but not required: IGP, CRM, CIPP, CISM, CEDS, ITIL. 

• Several years of senior supervisory experience in an information governance stakeholder group (i.e., 
IM/RIM, legal, risk/compliance, IT, privacy, security, or a related Legislative Assembly business unit). 

• Demonstrated experience in strategic planning, business transformation and implementing best practices. 



Legislative Assembly Job Description                                                                              Page 3 of 4 
Director, Digital Information Strategy and Governance 
 

• Experience collaborating effectively with partners and stakeholders with diverse needs and interests to 
identify client business needs, develop and plan strategies to address needs, and facilitate the introduction 
and implementation of strategies, with effective processes and procedures. 

• Experience facilitating and leading consultation processes with clients and stakeholders on policy or 
program options and possible courses of action. 
 

Knowledge, skills and abilities: 

• Ability to apply a broad knowledge of IG/IM, including current industry trends and leading practices and 
IG/IM strategic and operational planning. 

• Ability to develop an overall vision and strategy to align programs with broader organizational goals. 

• Demonstrated experience and in-depth knowledge of business operations, management, client and 
stakeholder engagement, solution delivery, project planning and management, program benchmarking, 
budgeting, and executive reporting. 

• Applies expertise and knowledge of IG frameworks, standards, models and tools; IG and IM principles and 
practices; electronically stored information (ESI) requirements; and security and privacy policy. 

• Demonstrated ability to apply sound financial management practices and to manage all aspects of budget 
processes to ensure short-term and long-range organizational goals and objectives are met. 

• Proven ability to act in a consulting capacity in providing seasoned and nuanced advice and developing 
innovative solutions to support diverse business needs of an organization. 

• Ability to analyze organizational needs, identify areas for improvement and develop policies through 
collaborative processes.  

• Ability to manage multiple stakeholder relationships with diverse interests. 

• Advanced ability to communicate effectively with diverse groups of officials at senior levels, both in writing 
and orally. 

• Ability to lead change and foster behaviours that help achieve broader organizational goals.  

• Demonstrated leadership and project management skills. 

• Ability to inspire and motivate partners and teams. 

• Excellent organizational, interpersonal, problem-solving, and decision-making skills. 

• Ability to operate with the utmost integrity, impartiality, non-partisanship, discretion, and confidentiality in 
a sensitive political environment.  

• Demonstrated success in proactively managing and prioritizing diverse and competing demands and 
working under pressure. 

 

COMPETENCIES 

Service Orientation is understanding the service needs of a client/customer (internal or external) and 
actively focusing on anticipating, meeting and exceeding the needs in a timely and appropriate manner. 

Teamwork and Cooperation is working cooperatively with diverse teams, work groups and across the 
organization to achieve group and organizational goals. This includes communicating effectively and 
collaboratively with others. 
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Results Focus is taking action to achieve challenging goals or high standards. It is focusing on the desired 
outcomes, setting challenging goals, and taking action to meet or exceed them. 

Problem Solving and Judgment is the ability to analyze problems systematically, organize information, 
identify key factors, identify underlying causes and generate solutions. 

Flexibility is the ability and willingness to adapt to and work effectively within a variety of diverse 
situations, and with 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. 

Listening, Understand 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 spoken and unspoken or partly expressed thoughts, feelings and concerns of others. 

 


