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Position Title Hansard Researcher Classification Grid Level 11 
Department Hansard Services Position # HS5024 
Reports to Research Team Leader Date Updated December 2021 

 
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. 
 

DEPARTMENT SUMMARY  
 

Hansard Services supports the work of the Members, officers and staff of the Legislative Assembly and 
fosters public awareness and understanding of the legislative process by making the proceedings of the 
House and its committees accessible to all British Columbians. Hansard Services publishes the official 
reports of debates of the Legislative Assembly and proceedings of parliamentary committees, and 
broadcasts Assembly and committee proceedings. 
 
Transcripts and broadcasts are full, accurate and impartial records of the work of the Members of the 
Legislative Assembly. Employees of Hansard Services work in an environment where political neutrality 
and discretion are essential. 

 
POSITION SUMMARY 

 
Under the general supervision of the Research Team Leader, the Hansard Researcher publishes draft 
transcripts and provides immediate research support to Hansard editors during the live production of 
House and legislative committee transcripts.  

 
KEY RESPONSIBILITIES 

 
• Maintains internal glossaries, research resources and other documentation; 
• Assembles draft transcripts for on-line publication; 
• Responds to transcript-related queries from Hansard Services clients; 
• Replies to research queries with correct information and with a polite and professional tone; 
• Creates database entries that are accurate and reflect Hansard's style guidelines; 
• Publishes the transcripts incrementally and in a timely manner; 
• Communicates openly and effectively with the Research team; 
• Forges positive working relationships with Assembly and government contacts;  
• Mentors new Research staff and provides supervisory relief; 
• Supports Hansard Services in projects and other assignments. 
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OTHER FACTORS 
 

LEADERSHIP/SUPERVISORY  
 

Hansard Researchers may be asked to relieve the Research Team Leader, assigning tasks for the team 
during transcript production and overseeing transcript publication. They assist in the training and 
mentoring of new Research staff. 

 
DECSION MAKING/INDEPENDENCE  

 
Hansard Researchers work as a team to support the work of Editors and Reporting Services by 
communicating throughout the day to help each other in decision making and to share the workload 
equally. Hansard Researchers have individual discretion when vetting online source materials. 

 
ORGANIZATION STRUCTURE 
 
Clerk of the Legislative Assembly of BC 

Chief Information Officer 
Director, Hansard Services 

   Manager, Reporting Services 
    Research Team Leader 
     Hansard Researcher 
 
SELECTION CRITERIA 
 

EDUCATION, TRAINING & EXPERIENCE  

 

• University degree or recent completion of at least two years of work towards a university degree 
from a recognized academic program, preferably with emphasis in history, English, journalism, law or 
political science, or an equivalent combination of education and experience;  

• Demonstrated competence in Microsoft Office, especially Word;  
• Experience in conducting Internet research, editing documents and publishing documents online;  
• Experience with recent versions of Microsoft SharePoint an asset.  

 

KNOWLEDGE, SKILLS & ABILIITES 

 

• Knowledge of the parliamentary system of government and of British Columbia legislative 
procedures, political history and current affairs. 

• Demonstrated ability to manage competing priorities, analyze problems and provide timely and 
appropriate solutions;  

• Ability to work positively and collaboratively with others;  
• Ability to evaluate the quality of on-line research sources;  
• Ability to work quickly and accurately under continual deadline pressure and during long periods of 

intense concentration;  
• Ability to understand and correctly use a style guide in publishing;  
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• Ability to develop a professional working relationship with people at various levels of authority;  
• Ability to work with confidential information, exercise discretion in the release of information and   

provide equitable and non-partisan service to clients. 

 
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. 

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. 

 


