
 
 

JOB POSTING 
Competition Number: 202246 

 
Records Coordinator 

Classification:  Grid 11 BCGEU Membership 

Office Location: Fort St. John 

Salary:  $47,792.00 - $53,945.60 - Permanent Full-Time, based on a 35 hour work week. 

An additional 10% Job Family Market Multiplier will be added to the posted salary.  

Posted salary includes a Location Allowance of 3%.   

The BC Oil and Gas Commission (Commission) is the Province of B.C.’s single-window energy resources regulator. 
The Commission is a Crown agency with a mandate to ensure both the environment and public safety are 
protected, and those with concerns have the opportunity to have their voices heard in the sustainable 
development of British Columbia’s energy resources.  

The Commission is seeking a permanent Records Coordinator to provide hands-on support in the Records and 
Information Management Branch. Under the direction of the Specialist, FOIPP, this role is responsible for 
coordinating and maintaining the storage, access, use, and disclosure of Commission records, both electronic and 
paper.  The Coordinator responds to requests for records and information received from internal and external 
stakeholders, by locating and digitizing (scanning) a high volume of paper files and documents in a timely manner.  
This role provides exceptional customer service in a busy environment while dealing with a variety of confidential 
and sensitive materials. This position also provides back-up coverage for the Receptionist in the Fort St. John 
office when required.   

A detailed list of accountabilities, education and experience is outlined in the job description.   

To Apply:  Submit through www.bcogc.ca\careers before the closing date of 7 October 2022 at 11 pm. 

If you are excited about this role and joining us, we encourage you to apply. Applicants should review the 
education and experience of the job description and clearly articulate how their work experience and skills are 
aligned with the requirements.  

The Commission operates under a Hybrid Office Model (telework) whereby employees work from both a home 
office and a designated Commission office location in order to support our mandate (eligibility varies, depending 
on position).  Given the nature of this position, it is required to work full time in the Hub Office. 

Our commitment is to provide an equal employment opportunity and ensure diversity, inclusion and 
reconciliation are part of our workplace environment. All qualified applicants will receive consideration for 
employment without regard to race, color, religion, sex, national origin, disability status, or any other 
characteristic protected by provincial law. If you require any assistance or require more information, you may 
contact us at: ogc.recruitment@bcogc.ca or call 250-419-4443. 

Employment with the Commission is conditional on employees being fully vaccinated against COVID-19 and 
providing proof of vaccination to the Commission upon request.  

http://www.bcogc.ca/careers
mailto:ogc.recruitment@bcogc.ca


OIL AND GAS COMMISSION 
POSITION DESCRIPTION 

 

 

 

POSITION TITLE: Records Coordinator POSITION #: 573906/573907 

DIVISION: People, Strategy and Transformation CLASSIFICATION: Grid 11 

Program Area: Records and Information Services  LOCATION: Fort St. John 

SUPERVISOR’S TITLE: 
Specialist, FOIPP and Information 
Management  

POSITION #: 573847  

SUPERVISOR’S 
CLASSIFICATION: 

Grid 27 LOCATION: Fort St. John 

 
The BC Oil and Gas Commission (Commission) is the Province of B.C.’s single-window energy resources regulator. The 
Commission is a Crown agency with a mandate to ensure both the environment and public safety are protected,  
and those with concerns have the opportunity to have their voices heard in the sustainable development of  
British Columbia’s energy resources.  
 
As a cost recoverable, values driven organization, we prioritize safety, stewardship and Indigenous interests throughout 
the full project lifecycle – from exploration to reclamation – and support the transition to clean energy. The Commission 
is committed to reconciliation with Indigenous Peoples, honouring the Provincial commitment to the United Nations 
Declaration on the Rights of Indigenous Peoples (UNDRIP), the Declaration on the Rights of Indigenous Peoples Act, and 
the Truth and Reconciliation Commission’s (TRC) Calls to Action. Through fostering respectful and collaborative 
relationships with Indigenous partners and stakeholders, the Commission delivers on Government’s priorities. 
 
The Commission has an innovative forward-thinking workplace that demonstrates our core values. Through continuous 
improvement and development, the Commission is agile and responsive to the rapidly changing environment in which 
we operate. We are diverse and inclusive, with transparency, innovation, and integrity as foundation of our respectful 
culture.  
 
JOB OVERVIEW 

The Records Coordinator provides hands-on support in the Records and Information Management Branch. Under the 
direction of the Specialist, FOIPP, this role is responsible for coordinating and maintaining the storage, access, use, and 
disclosure of Commission records, both electronic and paper.  The Coordinator responds to requests for records and 
information received from internal and external stakeholders, by locating and digitizing (scanning) a high volume of 
paper files and documents in a timely manner.  This role provides exceptional customer service in a busy environment 
while dealing with a variety of confidential and sensitive materials. This position also provides back-up coverage for the 
Receptionist in the Fort St. John office when required.   

 
ACCOUNTABILITIES 

• Maintains the efficient operation of the Fort St. John Records Centre on a day-to-day basis by ensuring Commission 

files and documents are appropriately maintained in accordance with established best practices. This includes:  

o Filing, classifying, organizing, putting into inventory, and culling records in accordance with ARCS and ORCS 

retention schedules, and government standards. 

o Responding to a high volume of time sensitive requests and correspondence as the first point of contact.  

o Interpreting client requests for copies of Commission records and responding with speed and accuracy, in 

accordance with applicable policies, procedures, and legislation.  
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o Understanding of requests and data retrieval actions required as related to Freedom of Information and 

legalities of request.  

o Applying a sound understanding of Commission records, recordkeeping systems, and information systems to 

ensure accurate and complete responses. 

o Reviewing requested information prior to release and making appropriate decisions on withholding personal 

and/or confidential information from disclosure in accordance with the Freedom of Information and 

Protection of Privacy Act (FOIPPA) exceptions to disclosure. 

o Providing on site coordination and support for records access and digitization activities to external clients 

and/or contractors as required.  

• Works with scanners/imaging equipment to convert high volumes of paper records into digital copies in accordance 

with established standards. 

• Applies technical skills and a knowledge of Commission systems (IRIS, Kermit, AMS, FTP sites, Service Desk, etc.)  to 

efficiently search/locate, copy, download, consolidate, and release electronic records in response to requests.  

• Provides back-up coverage for the Fort St. John office Receptionist position as and when needed; coverage may 

include receiving, screening and appropriately directing incoming calls, greeting walk-in clients and visitors, 

coordinating mail/courier services, and assisting with boardroom bookings. 

• Establishes, maintains, and promotes positive relationships with Commission staff, clients, and external stakeholders. 

• Performs other related duties required or assigned. 

ORGANIZATION CHART 
Commissioner, Chief Executive Officer 

Executive Vice President, People, Strategy & Transformation  
Vice President, Information, Technology & Public Trust 

Executive Director, Information Systems & Technology  
 Director, Records and Information Management  
  Specialist, FOIPP and Information Management  
   Records Coordinator (TOPIC POSITION) 

 
 

EDUCATION AND EXPERIENCE REQUIREMENTS 
Education: 

• Completion of Grade 12 or equivalent, supplemented with courses in records management; archival studies, business, 
or library sciences plus two or more years of related experience; OR technical diploma in records management, 
archival studies or closely related discipline and two years of related experience; OR a combination of three years of 
administrative support experience, education and/or training. 
 

Experience: 

• Demonstrated experience working with a recordkeeping or filing system for paper and/or electronic records where 
best practices were applied. Preference to candidates with knowledge of records management best practices as it 
applies to BC public bodies and ARCS/ORCS. 

• Demonstrated ability to interpret policies and follow standard procedures. 

• Experience with Microsoft Office products and using a range of information systems. 

• Experience in managing and prioritizing multiple work tasks in a high-pressure setting, while exercising a high degree 
of accuracy and professionalism. 

• Experience working in a customer service-focussed environment and providing excellent service levels. 

• Demonstrated ability to act in a professional and respectful manner and contribute to a positive work environment.  
 

*Given the nature of this position, it is required to work in the Hub Office. Must be able to lift up to 30 lbs  
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KEY COMPETENCIES  
Communication - Ability to clearly convey and receive messages 
Teamwork - Working cooperatively and productively with others to achieve results 
Service Orientation - Takes personal responsibility for addressing client questions and concerns 
Detail Oriented - Sets and attains high standards for quality and accuracy in work 
 
 
        
September 23, 2022___________    _____________________________ 
DATE        Ab Dosil, Executive Director,  

Information Systems & Technology 
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