
Legal Officer  

HRJ Consulting Ltd. | Calgary, AB 

 

Start Date 
April 1, 2021 

 

Who Are We? 
HRJ Consulting Ltd. provides grants management services to Donors who have a vision of people in our 

communities being healthy, educated and economically self-sufficient. Our goal is to conduct a seamless 

and professional charitable giving program across Western Canada and the Midwest United States. Our 

head office is in Calgary, Alberta. Visit our website at www.hrjconsulting.com for more information. 

 

The Position 
We are hiring an energetic and highly motivated individual in good standing with the Law Society of Alberta 

and entitled to practice law in Alberta to join our organization as a Legal Officer, providing in-house legal 

services. With a law degree from an accredited university in Canada and a minimum of two years of legal 

practice experience, the individual in this position must have excellent legal and analytical skills, superior 

written and oral communication skills, strong research and organizational skills and a commitment to 

providing quality services. The individual should be motivated to learn, independent, a self-starter with a 

strong commitment to operating in a team environment and able to work with others to achieve common 

goals.   

 

Responsibilities 
• Prepare quality grant agreements, contracts and other documentation 

• Undertake comprehensive due diligence of prospective and active grantees 

• Initiate, conduct and disseminate timely research related to tax (charitable) law, employment law, 

corporate law and other areas of law that may affect services provided 

• Oversee maintenance of minute books, including the preparation of resolutions and other associated 

documents 

• Manage the company’s contract diarization system and related contracts 

• Follow detailed process guides and checklists to ensure integrity and adherence to internal requirements 

• Understand and be able to communicate the company’s work 

• Participate in cross-disciplinary teams and initiatives, as needed and/or interested 

• Provide back-up to team members and take responsibility for other tasks as required by the company 

 

Qualifications and Professional Experience 
• Bachelor of Laws or Juris Doctor degree from an accredited law school in Canada 

• Member in good standing with the Law Society of Alberta 

• Two+ years of experience practicing law in Canada  

• Proficiency with databases and Microsoft Office 365 (Outlook, Word, Excel, Teams)   

• Previous experience working in the nonprofit sector or charity law considered an asset  

 Skills and Attributes 
• Excellent writing, editing, research, analytical and oral communication skills, including the ability to 

collect, review, synthesize and present information and findings 

• Broad legal knowledge, preferably in charitable, employment and/or corporate law 

• Thorough knowledge of English grammar, punctuation and spelling 

• Demonstrated superior level of interpersonal communication skills including achievements in facilitating 

and negotiating positive outcomes and support with a diverse range of stakeholders 

• Solution-focused, respectful and open attitude 



• Active listening skills, including the ability to receive, translate and integrate others’ ideas and suggestions 

• Effective problem solving and decision making skills 

• Proven ability to operate as an effective, positive team member 

• Ability to understand our clients’ investment priorities and strategies and to apply gained knowledge 

• Strong numeracy skills and the ability to understand financial data 

• Strong organizational and time management skills and exceptional attention to details and deadlines 

• Ability to exercise self-management in the workplace and to produce stated results in a timely and 

consistent manner 

• Maturity and ability to exercise sound judgment in handling and protecting confidential and proprietary 

data and information 

Why Work at HRJ Consulting Ltd.? 
• Small organization committed to making a difference 
• Competitive compensation and benefit package 
• Engaging team and family-friendly atmosphere 
• Flexible, results-focused workplace 

If you think you have what it takes to fill this position, we would be happy to review your application. To 

express your interest, submit your current resume, cover letter and salary expectations to 

careers@hrjconsulting.com by February 15, 2021. We thank all interested applicants, however, only those 

under consideration will be contacted.  

 

Please note that candidates must be legally able to work in Canada at this time. HRJ Consulting Ltd. regrets 

that it is unable to sponsor employment visas.   

 

 


