
 

 
 
 

EMPLOYMENT OPPORTUNITY 
 

LEGAL CLERK 
 
The Eeyou Istchee James Bay Regional Government is located North of the 49th parallel and exercises the 

municipal management authority over the largest territory in Quebec.  The EIJBRG is administered under 

the municipal laws (LCV, LFM, LCM).  The administrative offices are located in Matagami, the gateway to 

the Eeyou Istchee James Bay territory. The EIJBRG is currently looking for a LEGAL CLERK. 

POSITION DESCRIPTION 
 
Under the supervision of the Director General, the Legal Clerk will plan, coordinate, manage and control 
the operations of the Registry department and the legal business of the Regional Government.  The 
incumbent will fulfill all obligations of the Registry department that are defined in the laws applicable to the 
municipalities, including the Cities and Towns Act. 
 
The main responsibilities include the preparation of the agenda for the Council meetings, attending all public 
and preparatory meetings, writing the minutes and ensuring the follow-up on the resolutions and by-laws 
approved during the Council meetings.  He/she must also write the by-laws and support the various 
departments in their application, publish all the public notices required by law and write the policies, 
administrative instructions, contracts and legal opinions. 
 
He/she will coordinate the process of the call for tenders, process the claim and litigation files to the best 
interests of the EIJBRG, manage the access to information and ensure the application of the Act respecting 
Access to documents held by public bodies and the Protection of personal information. 
 
REQUIREMENTS 
 
 Having a university education in law and be a member of the Barreau du Québec or the Chambre des 

notaires du Québec; 
 Having a good knowledge of municipal law; 
 Having five (5) years of experience in the municipal or public sector; 
 Knowledge of the various regulations, codes, policies and laws in effect; 
 Excellent communication skills in both languages (French and English). 
 
WORK CONDITIONS 
 
This is a full-time position.  The salary is according to the salary scale in effect. In addition, we also offer a 
full range of benefits, including a defined-benefit pension plan and a group insurance plan. 
 

Deadline for applications: 

MARCH 20, 2020 

Send your resume by mail or email to: 
 

Eeyou Istchee James Bay Regional Government 
2 des Rapides Street, P.O. Box 819 

Matagami, QC  J0Y 2A0 
 

rh@greibj-eijbrg.ca 

mailto:rh@greibj-eijbrg.ca

