Deputy Chief Clerk
Location: Saint John, New Brunswick
The New Brunswick Energy and Utilities Board (NBEUB) is the regulating body for the Province
of New Brunswick in various sectors. The NBEUB’s regulatory oversight includes electricity,
natural gas distribution and marketing, pipeline safety, and public motor buses. In addition, it sets
weekly prices of petroleum products. More information on the NBEUB can be obtained at:
http://www.nbeub.ca.
The Board is seeking an individual to join the administration team as a Deputy Chief Clerk in
Saint John. Reporting to the Chief Clerk, the Deputy Chief Clerk will be responsible for the
administrative support and assistance to the Board, administrative and procedural assistance in
regulatory hearings in delivering its mandate and everyday operations.
Key responsibilities will include but are not limited to:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Provides relief and support to Chief Clerk
Maintenance and management of Matter records
Coordinating translation of documents
Conducts online research
Taking minutes, as required
Coordinating with staff with drafting and proof-reading Orders, Notices and Decisions
Sending instructions/communications to participants related to matters before the Board
Making arrangements for both in-person and virtual hearings (interpretation,
transcription, book facilities, etc.)
Providing information to those who wish to observe a hearing
Coordinating publication of hearing notices
Preparation of Board correspondence
Preparation of legal memos and briefings
Review motor carrier leases
Answering questions from stakeholders and the general public regarding the Board’s
process and procedures
Some supervision of support staff in particular
Other such administrative tasks as required

ESSENTIAL QUALIFICATIONS: Post-secondary diploma or degree and five years of legal
and/or administrative experience. A paralegal certificate, diploma or degree is considered a strong
asset. Strong computer skills, attention to detail, and written and spoken competence in English
and French are required.
TECHNICAL COMPETENCIES: The successful candidate is required to possess the ability to
use office technology, software, and applications. Planning and organizing skills are also required.
Working experience in a regulatory environment is considered an asset.
Salary: Salary will be competitive and commensurate with education and experience.
This is a unique opportunity to work in a collaborative team environment. If this challenging role
and the opportunity to join a dynamic organization meet your career objectives, please forward
your resume in confidence to the attention of:
Ms. Kathleen Mitchell
Chief Clerk
New Brunswick Energy and Utilities Board
15 Market Square, Suite 1400
P.O. Box 5001
Saint John, New Brunswick
E2L 4Y9
Email: Kathleen.Mitchell@nbeub.ca
In keeping with our commitment to increase diversity in positions of influence, applications that
represent the province’s linguistic, cultural, and geographic diversity of the province; including
people of all genders, sexual orientations, and ethnicities, are encouraged.
While we appreciate the interest of those who submit an expression of interest, only those
candidates selected for consideration will be contacted.

