
 

Strategic Legislative Analyst – AMENDMENT 
 

If you are committed to public service, enjoy collaborating with others, share our values and have a desire to learn 
and grow, join The City of Calgary. City employees deliver the services, run the programs and operate the facilities 
which make a difference in our community. We support work-life balance, promote physical and psychological safety, 
and offer competitive wages, pensions, and benefits. Together we make Calgary a great place to make a living, a 
great place to make a life. 
 
The City is committed to fostering a respectful, inclusive and equitable workplace which is representative of the 
community we serve. We welcome those who have demonstrated a commitment to upholding the values of equity, 
diversity, inclusion, anti-racism and reconciliation. Applications are encouraged from members of groups that are 
historically disadvantaged and underrepresented. Accommodations are available during the hiring process, upon 
request. 
 
As a Strategic Legislative Analyst, you will lead the development and management of the City Clerk's Office Council 
and Administrative policies ensuring the policies support Council strategies, City Clerk's Office lines of service, and 
Equity, Diversity, Inclusion and Belonging objectives within the City Clerk's Office and The City of Calgary. You will 
also provide support for written communications for the management team and support the service line reporting for 
the City Clerk's Office.  
 
Primary duties include: 
• Lead information-gathering sessions with subject matter experts using established methodologies and 

techniques. 
• Identify gaps in processes and procedures that support policy execution and adherence. 
• Make recommendations based on research and data analysis. 
• Coordinate or execute the drafting of policies compiling research and facilitation data to support the purpose 

and outcomes of the policies. 
• Set standards and review schedules and work to ensure adherence to timelines. 
• Initiate, manage, and complete project management documentation (project charters, project plans) in 

accordance with established City of Calgary project management methodologies. 
• Prepare reports, presentations, and briefing materials for senior leadership. 
• Draft formal correspondence, Council reports, key messages, and information on key issues. 
• Work with senior management and business unit leaders to complete performance reporting, service risk 

registers, and other corporate and governance reporting requirements. 
• Provide support for other documentation and projects as required. 

 
Qualifications 
• A degree in Public Administration, Business Administration, Economics, Law, Geography, or a related discipline 

with at least 2 years of experience in research, data analysis, consultation, project management and report 
writing. 

• Equivalent combinations of experience and education may be considered. 
• Experience interpreting and applying relevant legislation (such as the Municipal Government Act and Local 

Authorities Election Act) is required. 
• A valid Class 5 Drivers License or provincial equivalent and the use of a personal vehicle for work is also 

required. 
• Experience working in local government will be considered an asset. 
• Strong communication skills with the ability to collaborate at all levels in a large and complex 

organization along with the ability to think strategically with well-developed analytical skills. 
• Self-directed with the ability to work independently and effectively lead multiple projects in a fast- paced, 

dynamic work environment. 

Pre-employment Requirements 
• Successful applicants must provide proof of qualifications. 

 
Union: Exempt 
Position Type: 1 Permanent 
Compensation: Level D $74,854 - 111,436 per annum (2024 Rates) 
Hours of work: Standard 35 hour work week Audience: Internal/External 

  Amendment: Apply By Date 
 

Business Unit: City Clerk's Office Location: 2340, 22 Street NE 
Days of Work: This position works a 5 day work week earning 1 day off in a 3 week cycle. 
Apply By: March 22, 2024  
 
Apply online: www.calgary.ca/careers and click Strategic Legislative Analyst - AMENDMENT 
Job ID #: 309446 

 

 

https://www.calgary.ca/content/www/en/home/careers.html
https://recruiting.calgary.ca/psc/hcm/EMPLOYEE/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?FOCUS=Applicant&Page=HRS_APP_JBPST_FL&JobOpeningId=309446&PostingSeq=1&SiteId=1
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