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“COORDINATOR, LEGAL AND REGULATORY AFFAIRS   
 
PERMANENT FULL-TIME 
CHATHAM, ON (preferred); TORONTO, ON; GATINEAU, QC 

WHAT WE EXPECT OF YOU 

TekSavvy is building a telco that scales nationally while defending digital rights in the online space, from net neutrality and strong 
privacy to meaningful choice for all consumers.  This is a unique opportunity for an operations-minded self-starter who’s dedicated to 
that vision—and thrives on getting things done.  

As a tech-savvy Coordinator, Legal and Regulatory Affairs, you’ll sit at the centre of TekSavvy’s legal, regulatory, and public policy 
team.  Equal parts doer and builder, you’ll be something of a chief of staff – assisting the Chief Legal & Regulatory Officer day to day, 
and working with four hard-working lawyers and internal resources, to drive tools and processes that ensure the LRPP team’s 
effectiveness.   

Your project coordination skills, willingness to tackle SharePoint site-building, and fierce organizational savvy will be key arrows in 
your legal operations quiver.  You’ll roll up your sleeves to act as our team’s duct tape, making sure projects get pursued, suppliers 
get paid, meetings lead to action, and the best ideas get documented and brought forward relentlessly.  

The LRPP team is located in TekSavvy’s Toronto and Gatineau offices.  But 80 percent of TekSavvy is in Chatham.  All things equal, 
we’d prefer a Coordinator willing to work in Chatham, a thriving and affordable community halfway between Windsor and London. 

DUTIES & RESPONSIBILITES 

Reports to Chief Legal and Regulatory Officer 
Primary responsibilities will include the following: 

 Ruthlessly track and summarize what we have on the 
go, and automate the processes for doing so.  Create 
and proceed down a technology and process 
roadmap that leads us to better matter and contract 
management tools.   

 Promulgate seamless company-wide and, where 
appropriate, public access to legal and departmental 
institutional knowledge, by organizing, centralizing, 
and drafting key forms, checklists, templates, 
policies, and processes.   

 Work collaboratively to create and build support for 
consistent processes relating to LRPP areas of 
responsibility.  Plan and execute all-hands meetings, 
publish regular departmental communications, and 
help drive relationships with other key company 
functions. 

 Quarterback the team’s content management 
system, working with team members to gather Web 
content, reports, and internal and external 
communications – and identify where these are 
needed to better serve users, partners, and 
government stakeholders. 

PREFERRED SKILLS & EXPERIENCE 

 Remarkably organized, with strong follow-up to ensure no balls get 
dropped. Ever. 

 Clear writer.  Bonus points if you write clearly in French.  

 Resourceful team player who knows when to act independently and 
report back. 

 Demonstrable excellence in driving project coordination, documenting, 
planning, and reporting, breaking down processes to deliver 
improvements within a fast-changing, uncertain environment. 

 Tech savvy in a Microsoft-ish world: you fly through Excel, have delved 
into Outlook’s nether regions, and redact and chop up PDFs with the 
greatest of ease.  The prospect of tackling SharePoint as an authoring 
environment doesn’t faze you—in fact, you’re excited to throw yourself 
into it. 

 Committed to doing the right thing, and working collaboratively to do so.  

 Post-secondary degree. 

 Genuine interest in telecom, law, and privacy—issues that consume us. 
 

TO APPLY 

Compose the following email to careers@teksavvy.com: 

 Subject line: LRPP  

 Body: explain in words why you’re a fit and what past projects you’re 
proud of. 

 Attach: your resume, as a PDF, and two writing samples. 
 

   
See why we were designated a 2016 Canadian 

Telecommunications Employer of Choice! 
Customer Service Profession Network 
Customer Service Centre of The Year. 

We were named NOW Magazine’s Best of 
Toronto, in the ISP category, for 2012 

through 2016. 
 

https://www.simplelegal.com/blog/what-is-legal-operations
https://bol.bna.com/the-rise-of-in-house-legal-ops/

