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Position Title Policy Analyst Classification Grid Level 21 
Department Office of the Clerk Position # OC5004 
Reports to Senior Policy and Project Analyst Date Updated February 2022 

 
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 
 

The Office of the Clerk supports the Clerk of the Legislative Assembly in carrying out assigned procedural 
and administrative duties. The Office provides procedural, legal and administrative advice for Presiding 
Officers and Members, records Legislative Assembly decisions for each sitting, assists with the certification 
and presentation of bills for Royal Assent, and manages and retains parliamentary records, including all 
petitions and documents presented in the Legislative Assembly. The Office of the Clerk oversees the 
preparation of the Orders of the Day and the Votes and Proceedings as well as the Journals. 
 
The Office of the Clerk also oversees organizational priorities, corporate financial responsibilities and 
special projects and the strategic implementation of new administrative programs and operational policies 
to help improve the practices and operations of the Legislative Assembly Administration. The Office the 
Clerk leads organization-wide workplace initiatives to establish a healthy, diverse and respectful work 
environment for all Legislative Assembly employees and other employees within the Precinct. 
 
The Office of the Clerk manages external and internal corporate communications to enhance transparency, 
public appreciation, understanding and trust in the Legislative Assembly. Finally, the Office also assists with 
protocol arrangements for legislative functions and ceremonies and parliamentary visits. 

 
POSITION SUMMARY 

 
Reporting to the Senior Policy and Project Analyst, the Policy Analyst is responsible for conducting policy 
planning, research and assessment in support of the Legislative Assembly’s policy maturity progression 
from policy suite renewal to maintenance. This role collaborates with departmental subject matter experts 
to assess policy validity and deficiencies and draft new policies or amendments in accordance with cross 
jurisdictional best practices.   

 
KEY RESPONSIBILITIES 

 
• Assists departmental representatives in identifying high priority policies and incorporating within 

personal and departmental workplans to ensure continued progress. 
• Assists with the refinement of the annual Policy Development Work Plan which identifies the 

policies flagged for development and their respective target implementation dates. 
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• Conducts gap analyses when requested to identify where a departmental or the Members’ policy 
suite may require additional policy direction. 

• Conducts research into the best practices employed within policies implemented in other 
jurisdictions such as the B.C. Public Service, other parliamentary institutions, universities, Crown 
corporations, etc. 

• Drafts briefing notes, decision notes, or other similar documents detailing the research conducted 
on a specific policy issue and the proposed recommendation.    
 

• Collaborates with departmental representatives in drafting high level policy summary documents, 
referred to as Policy Development Framework Forms (PDFFs), that are used to obtain executive 
approval for overall policy direction.  

• Drafts new policies, and policy amendments, incorporating suggestions from departmental SMEs 
and other stakeholders while reflecting cross-jurisdictional best practices within the framework 
articulated in the respective PDFF.  

• Leads the development of a formal Member’s policy suite. 
• Works with the Legislative Assembly’s Information Technology Department and Digital 

Information Office to refresh legacy policy suites and develop information management policies.  
• Drafts policy summary documents for requisite stakeholders, when requested, identifying key 

policy provisions and any associated resources.  
• Provides advance notification to the respective department head when one of their policies is 

nearing the 5-year mandatory review, ensuring that departments conduct the review utilizing 
available templates, and amending policies where necessary.  

• Ensures that all pertinent documentation pertaining to the development of new policies, 
amendments, and policy reviews are filed appropriately. 

 
LEADERSHIP/SUPERVISORY 

 
• Individual contributor: plans and ensures the delivery of policy deliverables (e.g., drafts, PDFFs, 

research) to Legislative Assembly departments and other stakeholders.  
• Provides direction, training, and leadership to departmental subject matter experts in the 

development of their respective policy suites. 
 

DECISION MAKING/INDEPENDENCE 
 

• Policy development initiatives are guided by the Legislative Assembly’s Policy Framework which 
articulates guiding principles, assigns accountability, details policy structure, and establishes 
approval authorities. 

• The Policy Analyst will require a high degree of independent initiative as they will operate with 
significant discretion in establishing intermittent goals to achieve the previously committed targets 
within the current iteration of the Policy Development Work Plan. 

 
RESPONSIBILITY FOR FINANCIAL & MATERIAL RESOURCES 

 
• None. 

 
ORGANIZATION STRUCTURE 
 
Clerk of the Legislative Assembly 

Clerk Assistant, Parliamentary Services 
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  Senior Policy and Project Analyst 
   Policy Analyst 
 
SELECTION CRITERIA 
 

EDUCATION, TRAINING, EXPERIENCE 
 

Education: 
• Bachelor’s degree in public or business administration, or related field, and a minimum of 2 years’ 

recent (within the last 5 years) related experience; or  
• Master’s degree or other related graduate studies in public or business administration, or related 

field, and a minimum of 1 years’ recent experience (within the last 3 years); or  
• Diploma in public or business administration, or related field, and a minimum of 3 years’ recent 

(within the last 5 years) related experience; or 
• No degree or diploma and a minimum of 4 years’ recent (within the last 5 years) related 

experience.  
 
Related experience must include: 

• Experience researching policy issues and conducting policy analysis. 
• Experience managing projects and/or project components. 
• Experience writing briefing notes, background material, reports and similar correspondence.  
• Experience working with a broad range of stakeholders some of which may have conflicting 

interests.  
 

KNOWLEDGE, SKILLS & ABILITIES 
 

• Extensive experience researching policy issues and conducting policy analysis in a parliamentary 
or public sector environment.  

• Knowledge of processes relating to the development of policy.  
• Excellent written and oral communication skills, including the ability to restate complex ideas in 

plain language 
• Experience in concisely and persuasively writing a range of documents/content for a variety of 

stakeholders.  
• Ability to conduct research, analyze information, articulate alternatives, draw conclusions and 

make practical recommendations on complex problems. 
• Ability to clearly, concisely and persuasively write documents of various kinds (e.g., 

correspondence, briefing notes, presentations, etc.) 
• Ability to work collaboratively and effectively with colleagues and teams. 
• Ability to prioritize and balance competing demands and work to deadlines under pressure. 
• Ability to use information technology resources effectively (MS365 Suite, standard office equipme  

and to coordinate information sharing and collaboration via MS Teams. 
• Attention to detail, self-motivation and the ability to work under their own initiative. 
• Strong attention to detail. 
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COMPETENCIES 

Analytical Thinking is the ability to comprehend a situation by breaking it down into its components and 
identifying key or underlying complex issues. It implies the ability to systematically organize and compare the 
various aspects of a problem or situation and determine cause-and-effect relationships (“if...then…”) to 
resolve problems in a sound, decisive manner. Checks to ensure the validity or accuracy of all information. 

Planning, Organizing and Coordinating involves proactively planning, establishing priorities and allocating 
resources. It is expressed by developing and implementing increasingly complex plans. It also involves 
monitoring and adjusting work to accomplish goals. 

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. 

Relationship Building is working to build or maintain ethical relationships or networks or contacts with 
people who are, or may be, potentially helpful in achieving work-related goals and establishing advantages. 
These people may include customers, clients, counterparts, colleagues, etc. 

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. 

 


