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IDENTIFICATION	

	
Department	

	

	
Position	Title	

Legislative Assembly Hansard Editor 

	
Position	Number	

 

	
Community	

	
Division/Region	

12-1223 Yellowknife House and Journal Services 

 
	
PURPOSE	OF	THE	POSITION	

The Hansard Editor is responsible for the timely and accurate production of the verbatim 
reports of the debates of the Legislative Assembly and its committees, the supervision of a team 
of transcriptionists and the production and editing of the only record of debates in the House, 
and the creation of index publications for the official debate records. 
 
SCOPE		

The Legislative Assembly is one of the three distinct and autonomous branches of the 
Government of the Northwest Territories (Legislative, Executive and Judicial). As such, it 
operates with autonomy and independence from Cabinet direction and the public service at 
large. This independence is critical to the mandate of the Legislative Assembly to analyze, 
recommend amendments to and approve legislation and budgets proposed by cabinet. This also 
includes monitoring, assessing and critiquing the activities and performance of the executive 
branch. This function is therefore critical to ensuring there is a forum to ensure the Northwest 
Territories has a responsible parliamentary democracy. 
 
The Hansard Editor is located in the Legislative Assembly building in Yellowknife, and reports 
to the Manager, House and Journal Services. On an annual basis, this position is responsible for 
proofing, editing, indexing, and ensuring accuracy and standardization of approximately 50 to 
75 days of Hansard transcripts, plus committee transcripts as required. Hansard is posted daily 
to the Legislative Assembly's website for public distribution. 
 
The Hansard Editor manages the Legislative Assembly's day-to-day relationship with the 
contracted Hansard production team to ensure that all print and electronic documents meet 
strict quality standards and production timelines. 
 



 

February 8, 2024 GNWT Job Description                                              Page 2 of 7 

Proceedings of the Assembly are intensely scrutinized and relied upon by all MLAs, Ministers, 
their staffs, the public, media and government staff at many levels. The most commonly used, 
efficient, and only searchable record of what is said during Assembly proceedings is Hansard. 
It is produced daily. Intense scrutiny, tight deadlines, and a small staff result in extensive multi-
tasking, diverse skill sets, limited "back-up", roller-coaster hours of work, and thus, extreme 
pressure. Timely production of Hansard is essential to the operation of the Legislative 
Assembly, and critically important to the government, media and the public.  
 
This position requires excellent judgment in the application of strict policies and guidelines that 
ensure the verbatim record of Legislative Assembly proceedings is accurate. Hansard 
transcripts are critical to the operation of the Legislative Assembly and provides a historical 
record of House proceedings. Hansard is widely and regularly used by MLAs, Ministers, the 
Speaker, their staffs, government departments, and the general public. 
	
RESPONSIBILITIES	

1. Ensures	 timely	and	accurate	production	of	verbatim	reports	of	 the	debates	of	 the	
Legislative	Assembly	and	its	committees	as	required.	
 Debates 

o Promptly, reviews and edits the daily House transcripts generated by 
transcribers, using computer-assisted word processing methods; applies 
accepted rules of grammar, spelling and in-house style; corrects typing errors, 
mishearings, misattributions and other errors; resolves inaudible or difficult 
portions of audio; researches facts for accuracy using standard reference texts, 
outside resources and the Web; and edits text for enhanced readability without 
altering the meaning. 

o Correctly follows the format of House procedure on motions, bills, etc. from the 
spoken word and ensuring it is recorded in proper order and format. 

o Provides back-up to transcribers for spelling of names, places, programs, etc. 
o Produces within strict deadlines the following: 

 Unedited Hansard (Blues) 
 Proofs and edits the daily Hansard for accuracy and clarity, 

ensuring that accepted Hansard style and usage are strictly 
employed in all versions of the transcripts, as required by the Rules 
of the Legislative Assembly. 

 Completes and posts the unedited Hansard to the Legislative 
Assembly website in Word and pdf formats on deadline the 
following the sitting day. 

 Edited Hansard 
 Listens to audio recordings of daily sessions while reviewing and 

editing the final Hansard transcript to eliminate any remaining 
errors and inconsistencies. 
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 Verifies and implements corrections received by Members and 
staff. 

 Resolves editorial and production issues. 
 Uploads the final edited Hansard to the Legislative Assembly 

website in Word and pdf formats in a timely fashion. 
 Completes the printing and distribution of final edited Hansard for 

subscribers. 
 Committee Transcripts 

o Responsible for the proofing and editing of committee transcripts as required 
following Hansard guidelines and word lists. 

o Listens to audio recordings of committee meetings while reviewing and editing 
the transcript to eliminate any errors and inconsistencies. 

o Meets the deadline for completion and printing as set by the committee. 
 
2. Exercises	responsibility	for	planning,	managing,	and	coordinating	the	production	of	

Hansard.	
 Maintains knowledge and awareness of Hansard style, consulting with the transcribing 

team on matters of style, format, research and parliamentary procedure. 
 Develops and updates guidelines for the editorial policies of Hansard and maintains a 

style guide and word list. 
 Resolves editorial and production issues. 
 Participates in the development, implementation, evaluation and improvement of 

technical systems and procedures for producing Hansard. 
 Monitors Hansard production, identifies potential problems and minimizes disruptions 

by providing feedback to improve, streamline and expedite transcription service. 
 Ensures that work standards and production processes are clearly communicated. 
 Assists in planning and setting short-and long-term goals for Hansard production. 
 Performs oversight, supervisory, and quality-control roles with Hansard Transcription 

contractors and publication of Hansard. 
 
3. Acts	 as	 a	 liaison	 with	 Journals	 Experts	 in	 the	 legislatures	 of	 other	 territorial,	

provincial,	 national	 and	 international	 jurisdictions,	 to	 foster	 consultation	 and	
collaboration	on	matters	of	common	interest,	including	the	sharing	of	professional	
experiences	and	best	practices.	

 Represents the Legislative Assembly by attending, and when invited, participating in 
inter-parliamentary conferences hosted by other jurisdictions.  
	

4. Liaises	with	MLAs,	Ministers,	their	staff	and	Office	of	the	Clerk	to	verify	information	
pertaining	to	the	House	recording.	

 Acts as a liaison with Ministers and Members, their staff, communications staff 
(website), Clerk’s staff (house materials), etc. Without having specific authority, the 
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Hansard Editor must elicit changes to practices, tactfully determine final Hansard 
text under this heading. 	

 

WORKING	CONDITIONS 

Physical	Demands	

Sitting at a computer for extended periods of time. 
 
Environmental	Conditions 

As typically associated with an office position.  
 
Sensory	Demands	

Need for concentration and attention to detail to ensure accuracy of Hansard transcripts. 
Frequency 75 days, 5 to 6 hours per day, intensity of concentration varies from medium to high, 
increases with duration.  The Hansard Editor uses the three senses of hearing, seeing and 
touching in co-ordination throughout the duration of their daily shifts. As such, the Editor is 
required to listen to audio, read transcribed/trans-edited text on computer screens, operate the 
audio with keystrokes, and key in the insertions and alterations to the text under constant time 
pressure. 
 
Mental	Demands	

Work hours during session are typically 6:00 a.m. to 2:30 p.m., but may vary from as early as 
5:00am to as late as 10:00pm, depending on operational requirements. The incumbent is 
required to meet demands of deadlines and a high volume workload during sessions. 
 
There may be a need to defend editorial decisions in the face of criticism from Members or staff. 
This occurs 50 days per year, daily during session, ranging from medium to high intensity and 
increases with the length of session and the duration of individual sessional days.   
 
KNOWLEDGE,	SKILLS	AND	ABILITIES	

 Command of the English language with specialized knowledge pertaining to Parliamentary 
proceedings and consensus government along with editing skills and knowledge of 
grammar, punctuation, and spelling. 

 Listening skills to convert speech to text. 
 Ability to work quickly and accurately under pressure and to tight deadlines. 
 Editing and proofreading skills. 
 Attention to detail. 
 Interpersonal and communication skills, both oral and written. 
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 Knowledge or the ability to acquire knowledge of current political affairs, northern issues, 
and parliamentary procedure.   

 Familiarity or the ability to acquire familiarity with the organization of all levels of 
government in the Northwest Territories. 

 Research skills. 
 Familiarity with print and electronic production of documents. 
 Proficiency in use of Microsoft Word. 
 Ability to work independently with unusual shifts and long hours when the Assembly is in 

session.  Very early and very late hours (usually work starts for Hansard Editor at approx. 
5am on session days; work can also extend late into the evening because Hansard Editor 
must be available to answer questions from transcriptionists who are working late into the 
evening (often midnight or later) 

 Time-management, organizational, decision-making and problem-solving skills. 
 Ability to commit to actively upholding and consistently practicing personal diversity, 

inclusion and cultural awareness, as well as safety and sensitivity approaches in the 
workplace.  
 

Typically,	the	above	qualifications	would	be	attained	by:	

Skills for editing and proofreading are normally acquired with an undergraduate degree in 
English or a related field, and progressive experience in an editing capacity.  
 
Equivalent combinations of education and experience will be considered. 
 
ADDITIONAL	REQUIREMENTS	

Position	Security	(check one) 

☐  No criminal records check required 
☒ Position of Trust – criminal records check required 
☐ Highly sensitive position – requires verification of identity and a criminal records check 

 
French	language	(check one if applicable) 

☐ French required (must identify required level below) 
Level required for this Designated Position is: 

ORAL EXPRESSION AND COMPREHENSION 
Basic (B) ☐      Intermediate (I) ☐     Advanced (A) ☐   

READING COMPREHENSION: 
Basic (B) ☐      Intermediate (I) ☐     Advanced (A) ☐     

WRITING SKILLS: 
Basic (B) ☐  				Intermediate (I) ☐  			Advanced (A) ☐  		 

☐ French preferred 
	



 

February 8, 2024 GNWT Job Description                                              Page 6 of 7 

Indigenous	language:	Select language 

☐ Required 
☐ Preferred  


