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PRESIDENT’S
MESSAGE

Change.
Renewal.
Tradition.
Whatever the occasion, BCPA keeps pace

T

his year marks over 35 years of service for the BC
Paralegal Association. The Association was founded in
1979 to promote our profession in British Columbia.
Through the years, the Association has gone through a
couple of name changes to keep up with the evolving
world of legal. It has also been busy ensuring that proper
recognition is given to paralegals. In the past couple of
decades, the Association made great strides in promoting our
profession with its involvement with the Law Society of British
Columbia and, most recently, its participation in several Law
Society committees and initiatives.
Last October, the BCPA held it first networking event in
North Okanagan in an effort to increase its presence in the
interior. The event was well received and the Association will
continue to increase its presence both on Vancouver Island
and in the interior of British Columbia in the upcoming years.
We recently held our annual fall dinner at the Terminal City
Club. Once again, it was a great success. Our guest speaker,
Stuart Knight, entertained the members who attended the

event. You will see photographs from both events in this
edition of our newsletter.
Don’t forget to renew your membership before December
31 in order to continue to receive all of your benefits as a
member! Also, please visit our website to make sure that
your information is accurate so that you don’t miss receiving
notices from the Association.
Read the articles in this edition, including “Just Say No!
A Key to Effective Communication” from Lucas Mattiello,
“Mysteries of E-Discovery” from Johanna Mustapic, and
many more.“
Finally, on behalf of the Board, I extend best wishes for the
Holiday Season and a Happy New Year!

Respectfully submitted,
Yves Moisan, BCPA President
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Mysteries of
E-Discovery
BY JOHANNA C. MUSTAPIC,
TRIAGE DATA SOLUTIONS

T

he Mysteries of e-discovery. I thought this sounded
better than ”The Horrors of e-discovery”, but seriously,
e-discovery is one of those areas that has a lot of
confusing lingo, and a lot of ways to approach it. This
article will define some of the terminology associated with
e-discovery, shed some light on available options, and reveal
pitfalls to avoid along the way. Bear in mind, though, that just
as the facts of each case are different, so is every e-discovery
project. Something you have never seen before will inevitably
come up!
Just in case you haven’t yet had the pleasure of using
e-discovery on a case and have no idea what this is all about
(you must have just come back from a five-year vacation
in the Outback!), e-discovery is the process of collecting,
reviewing and producing documents that reside in electronic
format, either on a computer, external drive, phone, etc.
STEP 1 – PRESERVATION
These days, one of the first conversations a lawyer should
have with his or her client should be not if they have
electronic documents (that is almost a given), but where they
reside, how large the collection of relevant files might be,
and making sure that the files are preserved and gathered
properly. You do not want your client printing the documents,
forwarding you their emails, or converting them all to PDF
files. Now, if your client has three relevant emails, then it
probably doesn’t matter much how those are gathered or
produced. But when you start talking about a hundred or
more electronic documents, you will almost always save time,
money, and hassle when you deal with them properly.
One of the big benefits of electronic documents is the
metadata that goes along with those files. Metadata is
information about an electronic document. This could be the
name of the file, the folder it is stored in, the date it was last
saved, even the text of the document itself. Think: Properties.
All of this information can be used to de-duplicate the files,
search across them, and set up criteria to include or exclude
based on this information.
STEP 2 – GATHERING THE FILES
This step takes some early consideration. If data is not
gathered properly, then important metadata, like dates,
may be changed, or files could be deleted or changed in the
normal course of business. Simply copying and pasting files
can change the metadata from its original source, and the
only way to get this information back is to try and find these
files again and copy them properly. If that metadata isn’t
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important in your case, then no harm done. If it is, however,
you have already wasted time and money. Emails tend to
have the most useful metadata. However, the metadata
belongs to the last email, so if an email is forwarded to the
lawyer, the metadata that will be extracted is the information
from the client to the lawyer, not the information you want
from the original email. Creating PDF versions of documents
also changes original metadata and modifies dates to when
the PDF was created.
Every electronic document will have a “hash” value, which
is a bit like DNA. Only identical documents will have the same
hash value, or identification. A PDF file of the same document
in Microsoft Word will have a different hash value, even
though the content of the files are the same. There are other
ways to compare if the content is identical, but that takes
specialized software.
If you are not familiar with retrieving electronic data or
need extra help, make sure to contact a service provider
that has certified and trained individuals to give you expert
strategies and advice.
STEP 3 – REVIEW
Early Case Assessment
Occasionally, you may have a very large collection of
electronic documents (like emails) and you want to use the
power of specialized computer programs (e.g., Wombat,
Clearwell, Ipro Eclipse) to find and review what you need.
These programs enable you to easily identify email threads,
search for similar words within a collection, perform Boolean
or proximity searches, and even compare similar documents.
Since these programs can be quite expensive and are mostly
used for document-heavy files, hosting is an option. Hosting
the software (something Triage Data does) enables you to
access your documents online from just about anywhere.
Native Review
Although you can review electronic documents just by
opening them on the media provided, this isn’t the most
efficient method of review, and, as mentioned, can change
data you didn’t mean to change. One of the reasons it isn’t
efficient is that there are often multiple folders within folders.
So how will you make sure you have reviewed them all, and
how will you identify what is privileged or highly relevant?
Instead, you can have these documents properly identified,
extracted (zip files and pst. files of emails) and de-duplicated
by a vendor fairly quickly and inexpensively. The files remain
in their native format, but the existing metadata can be
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CONTINUED, FROM PAGE 4: Mysteries of E-Discovery
imported into a spreadsheet or database with a link created
to the actual file. This way, you can make notes in another
column: the documents are privileged, issues, key documents,
and other work that you would otherwise have to do in a
second pass.
When review is done this way, you don’t work with the
original native file, but a re-named copy that now has a
numeric reference. Sometimes, this is the way documents
get produced to other parties. However, native files cannot
not be redacted or endorsed with electronic numbers. You
also have to remember that when providing native files to
opposing parties, you give them much more than an image
or printed copy of that same document. You may end up
providing a document with tracked changes or hidden data
that could be privileged or harmful or both.
Convert to Images
This option is pretty much the same as the native option,
in that the metadata is tracked, the documents are deduplicated, and the files are identified numerically. However,
if you are conducting a review, then this option is often
more desirable for a few reasons. First, with the documents
all in the same format (images), you only need one program
to review them (whether that be Adobe, a tiff viewer, or
a database like Summation, or the many others available).
Second, it is consistent with the Electronic Evidence Practice
Direction, and can be redacted, endorsed with unique
“bates” numbers, and shared without worry of sensitive
“hidden” data being released. Ideally, the images get linked
to a database or spreadsheet so that you can mark for
privilege, make comments, track issues and so on, as you
look at the document. You can link the native files as well for
an even more thorough review. Although different programs
may require slightly different load files to link images and
native files, once a document is converted, it can be provided

for almost any litigation database fairly easily.
OTHER THINGS TO CONSIDER
If you are new to the e-discovery world, your first
experience may be a bit overwhelming. This list of questions a
vendor will likely ask may help prepare you:
• What time zone are the emails from?
• Who is the “custodian(s)” of the files (where did they
come from)?
• Are there files that you would like specifically excluded
(v-card, system files, etc.)?
• Would you like duplicates excluded, or simply flagged?
• Are you using a litigation database, and if so, which one
and is this being added to an existing case?
The bottom line: When you have more than one hundred
or more electronic files, or 500 MB of data, call a vendor to
at least determine your options. I have watched people spend
hours renaming files and folders, only to discover that things
could have got done faster, cheaper, and in a defensible
manner the first time. A vendor will tell you approximate
costs, and then you can decide what makes sense for the
case.

Johanna C. Mustapic is the owner of Triage Data Solutions Inc.,
a service bureau that has been providing document management
services, including e-discovery, database hosting, scanning, OCR,
coding, training and technical support to the legal community
throughout North America since 2000. Triage’s commitment to
excellent customer service and reasonable prices has made them a
trusted vendor in the industry. Visit the website at www.triagedata.
com or contact Johanna at 604.915.9315 or Toll Free at 1.866.784.
SCAN (7226).

ANNOUNCEMENT

I

Law Society of BC Legal Services
Regulatory Framework Task Force

nterested in the latest work going on at the Law Society of
BC regarding improving the public’s access to legal services,
expanding the role of paralegals, and whether groups of
independent legal service providers other than lawyers and
notaries should be created and regulated?
With participation from the BC Paralegal Association and
input from other stakeholders, the Legal Services Regulatory
Framework (LSRF) Task Force has been considering:
a) What areas of unmet need for legal services exist;
b) Who in BC other than lawyers and notaries provide legal
services; and
c) What areas of legal practice may be suitable for the
provision of legal services by non‑lawyers.
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The BC Paralegal Association is pleased to announce
that the report of the LSRF Task Force was approved by
the Benchers of the Law Society of BC on December 5,
2014. The report of the LSRF Task Force picks up from
the recommendations of last year’s Legal Service Providers
Task Force report, also unanimously approved. The central
recommendation of the current report is for the Benchers to
seek an amendment to the Legal Profession Act to permit the
Law Society to establish new classes of legal service providers
to engage in the practice of law, set the credentialing
requirements for such individuals, and regulate their legal
practice, in the public interest. The report is now available on
the Law Society’s website: http://www.lawsociety.bc.ca/
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YOUR MONEY
BY DEREK FULTON, CFP,
MUTUAL FUNDS REPRESENTATIVE
AND WEALTH MANAGEMENT SPECIALIST

Are you covered?

O

ne part of having a sound financial plan is making
sure that you are insured if the worst-case scenario
happens. Here are a few statistics on the probability
of something happening to you and how you can mitigate
the risk.
• There is a one in 2,766 chance of your house
burning down in any given year. Make sure you have
homeowners insurance (contents insurance, if you rent)
to cover against fire, theft, earthquake or other damages
that would burden you financially should they occur.
• There is a one in 1,683 chance that you will become
involved in a severe car accident in a given year. Make
sure you have excess liability motorist insurance in case
you are at fault in an accident and get sued. You should
have collision and comprehensive insurance to cover your
car should it be written off in the accident.

that lasts longer than three months prior to age 65.
Could you continue to pay the bills if you became unable
to work for six months? This is why most employers have
Long Term Disability Insurance for their employees.
• There is a one in three chance of getting diagnosed
with a life-threatening critical illness prior to age 65.
As such, you should have Critical Illness Insurance. A
life-threatening critical illness could include cancer, heart
attack, or stroke. It may not kill you right away and could
eat away at your savings and retirement plans if you do
not have coverage.
It is a good idea to look over policies you currently have,
and sit with your financial advisor to ensure you have
adequate coverage, both through your work and any private
policies. Your advisor will work with you to determine
whether you have the correct coverage.

• There is a one in 146 chance of a healthy non-smoker
dying prior to age 65. Have life insurance to cover you
in case you pass away while your loved ones are still
dependent on you and your income.
• There is a one in eight chance of acquiring a disability

Derek Fulton is a mutual Funds Representative with Qtrade Asset
Management, and a Wealth Management Specialist with Prospera
Credit Union. Derek is a Certified Financial Planner (CFP) a Fellow of the
Canadian Securities Institute (FCSI), and a Financial Management Advisor
(FMA) with over 15 years of experience in the financial services industry.
Mutual funds and securities related financial planning services are
offered through Qtrade Asset Management Inc., member MFDA.

Corporate • Court • Land • Manufactured Homes • Motor Vehicles • Personal Property • Process Serving • Vital Statistics

There’s more at West Coast.
For over 45 years, West Coast Title Search Ltd. has proudly served professionals in the areas
of corporate, court, land, process serving and more. Our commitment to you: professional,
accurate, dependable service which you can rely upon to save time and make your job easier.

Process Serving

E-Filing & Search

Electronic Billing

West Coast provides full process
serving and skip-tracing services.
Try our popular 45/65/85 Flat Rate
billing plan for Metro Vancouver.

To help you access our services
as easily as possible, we offer a
secure, enhanced electronic work
order system through our website:
www.wcts.com

It’s about service. We can provide
you with customized data to input
to your accounting systems and
electronic copies of your statements.

West Coast Title Search Ltd.
99 Sixth Street, New Westminster, BC V3L 5H8 | Tel: 604-659-8600 | Toll Free: 800-553-1936 | info@wcts.com
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CLEBC delivers the most reliable and practical
BC-specific legal education and information
direct from the leading members
of the legal community.

Getting your CPD hours just got easier!
Visit us at www.cle.bc.ca for more information.

CapU UPDATE
BY JOHN FAIRLIE,

CAPILANO UNIVERSITY

T

CapU Update: Paralegal Program

hese are exciting times for paralegals. The employment
market ebbs and flows, as does the momentum in
the drive towards regulation and certification, but the
fundamentals are there—driven by the access to justice
movement—for our profession to thrive. It is in the public
interest to allow for the delegation of more responsibilities in
the practice of law to paralegals, and to have identifiable and
high standards in education and experience for practitioners.
We strongly support the efforts of the LSBC to become more
involved in the regulation of paralegals.
We feel encouraged to see such wide-ranging
representation from the legal industry (including from the
LSBC) at our annual Program Advisory Committee (PAC)
meeting last May. The input we receive concerning the
curriculum is very much appreciated, and in the last four
years we have implemented all recommendations concerning
changes and additions to our course offerings. For example,
we developed new courses on advocacy and ethics.
Our current paralegal programming plans include more
course options for certificate students, and for certificate
graduates who wish to take additional courses (such
as a combined conveyancing and corporate procedures
course) toward the degree. We have also begun to develop
relationships with other universities abroad so that our cohort
degree students can study outside of Canada for a term if
they wish to (for instance, at the University of Hertfordshire in
the UK, or Robert Gordon University in Scotland). In the other
direction, we have started exploring the possibility of bringing
students from other universities here to join our program for
one or two terms. As such, we have started planning a trip to
Beijing later this year to explore this idea.
In the area of community engagement, our program
recently joined UBC Law School in a relationship with the
BC Multiple Sclerosis Volunteer Legal Advocacy Program (MS
VLAP), in which our students provide advocacy and other
support services on a volunteer basis. Our students felt so
enthusiastic to volunteer and in such numbers that MS VLAP
ended up enrolling more students in their program than they
had originally planned. We have also started actively pursuing
other opportunities, including developing more general
advocacy and advice connections and working on Law Day
projects with the provincial court.
As we noted in an earlier update, Capilano University
recently became the first university in BC—and so far only
one of two in all of Canada—to be certified by the US
college and university accreditation system. As part of this
accreditation, we are required to engage in an ongoing
process of program assessment, which involves, among other
things, the collection of data to show that our program
learning outcomes get met. Accordingly, we will ask our
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graduates and their employers to provide more formalized
feedback, particularly by way of surveys and questionnaires.
We already analyze the practicum evaluations by employers
of our cohort diploma and degree students. We will now ask
our part-time certificate graduates to help us in this area by
providing evaluations from their employers. We would like
to emphasize that this is not to evaluate our students, but to
help us improve our programming! None of this information
will become part of students’ records, and will only be used
to help us identify trends and areas where we can improve.
One of the strengths of our program is the close connection
we have with industry and, as mentioned above, we value
the feedback we receive.
Demand continues to be very strong for all our paralegal
program options (full-time diploma and degree, and our parttime certificate (onsite and online) and part-time degree).
And our department has been expanding recently in terms of
our other program offerings, somewhat against the trend in
post-secondary education. Last year, we welcomed the Legal
Administrative Assistant (LAA) program into the School of
Legal Studies, and this year another related program will join
us: the Legal Administrative Management Diploma Program
(LAM Dip). LAM Dip combines the LAA program with a year
of business studies and is designed to help prepare students
who are interested in law firm administration.
On a final note, we wanted to highlight (okay, and to brag
a little!) a few of the publications written by our faculty:
 eb Jamison’s Guide to Civil Litigation published by
•D
Carswell continues to be one of the leading practice
manuals in the area;
 aren Yip’s self-published Art of Conveyancing is still
•K
popular with students; and
• I have just finished a four-year co-writing project,
Introduction to Law in Canada, published by Emond
Montgomery.
• S ome of our other faculty are in the middle of other
writing projects and we hope to introduce you to their
works soon!
We thank the BCPA for your support of our program,
through your generous annual bursary and scholarship and
your student membership program!
John Fairlie teaches at Capilano University in the School of Legal
Studies, and has taught in the School of Criminology at Simon Fraser
University and the School of Business at BCIT. Since 2007, John has been
the Chair of the School of Legal Studies, and he was the lead developer
of Capilano’s Bachelor of Legal Studies (Paralegal) degree, which
launched in 2010.
John’s other pursuits have included legal writing and co-running a
small importing business. In his spare time, he plays and writes music,
and hits a small white ball around a manicured green space.
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Quick Answers to
Common Questions
When Developing a
Collection Strategy
BY ED BIGGAM,
kCURA

Reprinted with permission from kCura.

T

he collection of electronically stored information (ESI) is
a critical task in the e-discovery process, as it dictates the
scope of your data universe. The amount of data collected
for an e-discovery case has a direct impact on an organization’s
network, as well as downstream e-discovery expenses for the
processing, review, analysis, and production of the data.
To help you take a more strategic approach to collection,
below are some answers and insights to a few common
questions.
When is a forensic image appropriate over a targeted
collection of data?
If there is an investigatory component to the case or a
need to recover deleted files, creating a forensic image of a
custodian’s hard drive can provide insight into some of the
custodian’s actions over time. A forensic image also collects
unallocated space on the hard drive where deleted files—or
parts of deleted files—may be recovered.
In most civil litigations, it isn’t necessary to collect a
custodian’s entire hard drive. The real need is to collect the
user-created data of the custodian relevant to the case.
Performing a targeted collection is a smarter, more precise way
to collect data for most e-discovery cases.
What is the difference between “self-selection” and
“self-collection”?
These refer to two different stages of ESI collection. First you
need to select what to collect, and then you need to actually
collect it.
There is some benefit to including the custodian in the
selection stage, because he or she typically knows their data
the best. But the whole burden of selection shouldn’t rest with
the custodian. The legal team should be involved, as they will
also have insight into what data is relevant to the case and
potentially responsive to production requests. The IT team can
help collect relevant data from your network.
Unguided self-collection is rarely a good idea. Even if the
custodian is trustworthy and fully aware of his or her legal
obligations, there are too many opportunities for spoliation if
the collection process isn’t performed correctly. For example, if
a custodian tried dragging-and-dropping files onto an external
hard drive or emailing them to the case team, some metadata
fields on those files would change. That could make a
collection not defensible, and even open the door to sanctions.
Is targeted collection defensible?
Absolutely. Ultimately, you need to make sure that your
collection is complete, and that you didn’t change any data.
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Collaboration with the custodian, members of the custodian’s
IT team, and the attorneys handling the case can help ensure
the completeness of a collection. Collecting the targeted data
in a forensically sound manner with a systematic, repeatable
approach can help guard against spoliation.
Documenting the collection and providing transparency into
your methods will also strengthen your defense. For example,
Relativity Collection provides backup documentation that
compares the unique hash values of the files when they existed
on the custodian’s computer to identical hash values of the
files after collection. Evidence like that should quash any claims
of spoliation.
What makes an efficient collection?
When you collect only what you need, you reduce
the volume and increase the relevancy of your data at
the beginning of the e-discovery process. Therefore, the
processing, review, and analysis phases become less timeconsuming and expensive.
Collection methods that require direct, physical access
to custodians’ computers can be inefficient, because they
often add time and travel expenses to the collection process.
The ability to collect data remotely, while still adhering to a
systematic and defensible process, can greatly reduce the time,
money, and effort needed for collections.
About the Author
Ed Biggam is a product specialist on the advice@kCura team,
which combines product and industry knowledge with litigation
support expertise to help Relativity users get the most out of the
software. Formerly a paralegal, Ed is also a computer forensic
and e-discovery specialist with two decades of experience in
legal technology. He focuses on the tactical use of technology to
make Relativity workflows more efficient.
About kCura
Recognized as a “Leader” in Gartner’s 2014 E-Discovery
Magic Quadrant, kCura are the developers of the e-discovery
software Relativity. Relativity has more than 100,000 active users
worldwide from organizations including the U.S. Department
of Justice and all of the AM Law 100. kCura helps corporations,
law firms, and government agencies meet e-discovery challenges
by installing Relativity on-premises and providing hosted, ondemand solutions through a global network of partners. kCura
has been ranked the 100th fastest-growing technology company
in North America on Deloitte’s Technology Fast 500 and named
one of Chicago’s Top Workplaces by the Chicago Tribune. Please
contact kCura at sales@kcura.com or visit www.kcura.com for
more information.
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SEDAR and SEDI Searches and Filings
BY DEBBIE LARSON,
DYE & DURHAM

T

he System for Electronic Document Analysis and
Retrieval (SEDAR) is a mandatory document filing
and retrieval system for Canadian public companies
and investment funds. SEDAR is administered by the
Canadian Securities Administrators (CSA), a co-ordinating
body comprising the 13 Canadian provincial and territorial
securities commissions, and operated on their behalf since
1997 (CSA and CDS Inc.). In 2014, a new service provider—
CGI Information Systems and Management Consultants
Inc.—was engaged in the British Columbia, Alberta, and
Ontario Securities Commissions. It was developed to increase
the efficiency of the filing process for both the filing issuers
and the Securities Commissions, as well as to allow the
electronic payment of CSA filing fees. Another benefit was
improved public access to securities filings.
SEDAR provides for the disclosure of documents of public
companies and mutual funds across Canada. This type of
information is made available to the public, with the objective
of enhancing investor awareness of the business and affairs
of public companies, as well as investment funds and to
promote confidence in the transparent operation of capital
markets in Canada. SEDAR search results are rendered in PDF
format. Searches of the database can be made by company
name, industry group, document type or date filed. All
Canadian public companies and mutual funds are generally
required to file their documents in the SEDAR system. In
addition, some third parties who are involved in publiccompany transactions such as takeover bids or proxy contests
may be required to file. SEDAR facilitates transparency in an
industry where this has been questioned in the past.
Through registered filing agents, public companies
file documents such as prospectuses, quarterly financial
statements, material change reports, related management’s
discussion and analysis, comparative annual financial
statements, reports detailing changes of interests involving
major security holders, meeting notices and proxy materials,
major changes in the business affairs with news releases,
contracts, significant acquisitions, and information sent
to security holders that would be material to investors,
government agencies and stock exchanges. In the interest of
transparency, full disclosure of these documents are accessible
to the public. Documents filed with regulators prior to the
implementation of SEDAR in 1997 may be available from
the individual securities commissions, but in the case of the
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British Columbia Securities Commission historical filings may
have been destroyed.
SEDI is the System for Electronic Disclosure by Insiders,
established by securities regulatory authorities. SEDI facilitates
the filing and public dissemination of insider-trading reports
in electronic format as required by various provincial securities
rules and regulations. This system replaced the paper-based
reporting system in 2003; however, a search for historical
reports may be made at the pertinent provincial security
commission.
The importance of insider-trading reports for investors
provides transparency to the market about the trading activity
of directors, senior officers or significant shareholders or
reporting issuers. It deters insider trading on confidential
information, since insiders know that they will be required to
disclose their trades.
An Insider is often a director or an officer of an Issuer.
An Issuer is a person that has security outstanding, issues
securities or proposes to issue a security.
Insider public searches include weekly summary of insider
trading reports, insider transaction details of all individual
transactions filed by insiders. Searches are often conducted
on an issuer to determine the identity of the insiders and their
trading history.
Contact us to learn more.

Debbie Larson is a Director of Search & Registration Services at
Dye & Durham. Debbie manages the Corporate and Due Diligence
teams, which boast an average of 12 years’ experience. In addition
to conducting nationwide personal property, corporate searches
and registrations, our team has completed international searches for
customers in countries such as Australia, Barbados, China, Jamaica
and South Korea. Debbie is the President of the British Columbia
Association of Professional Registry Agents (BCAPRA) and has
held this position since the Association’s inception in 2003. Debbie
is also a member of the BC Land Title & Survey Authority (LTSA)
Stakeholder Advisory Committee since 2004, representing registry
agent members in the province.
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Legal information at your fingertips.
We’re celebrating 140 years of industry leading search
and registration services with the launch of our brand
new, informative website.
Our conscientious staff, efficient systems and applied
technology deliver all the search, filing and process
services you need.
Visit Dye & Durham online to view our full service
brochure, order services instantly, and discover the
latest in legal via our popular
BC Law Watch Blog.
Contact our team for your legal support services. You can count on us.
Talk to our experts today:
info@dyedurhambc.com · 604-257-1800 · 1-800-661-1811
Vancouver · New Westminster · Abbotsford · Prince George · Victoria
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Just Say No!
A key to effective communication

BY LUCAS MATTIELLO, BBA

C

ould you make sure this gets done today?”

You say, “Yes,” and then you realize you have just
had an additional task put on your already overloaded plate.
You’re not sure if it can get done, and you feel your stress
levels rise. You wonder to yourself, “Why did I say yes?”
Effective communication is essential in every organization,
especially in the dynamic legal field. With the many demands,
responsibilities, and changes facing legal staff, clear
communication has never been more important in order to
accomplish the many tasks required and ensure that both
staff and clients are kept informed.
When we look at what creates stress in our lives,
communication is an often overlooked but top contributor.
As demands get placed on us continuously, the ability to be
clear in what we can do becomes essential as we can only
accomplish so many tasks in a day.
I see this daily with clients in my stress-management
training, continuously hearing “This stress isn’t worth my
health, I should quit, get a lower-paying job and become
stress-free.”
This sounds good in theory and can be an effective
solution for some, but for most, they thrive in their current
role with deadlines, pressure, and the joy of accomplishing
complex tasks. This article isn’t about stress management
directly, but we will demonstrate how simple adjustments in
your communication can reduce your stress, increase your
confidence, and demonstrate your leadership abilities.
The central theme for this article is to “Just Say No.”
While you may be thinking to yourself right now, “I could
never say that to my boss, that would be rude, they wouldn’t
appreciate that!”, we will demonstrate why they will
actually not get offended by you saying no, but will actually
encourage it when done in the specific manner suggested.

Most of these clients come in focused on time
management, but time isn’t the enemy; managing your
priorities is. This is the first distinction and one that sets the
tone.
The following suggestions will be especially helpful for you
as this one adjustment puts the power back in your hands.
This is what we call Priority Management.
What is Priority Management?
In your workday, you have a finite number of tasks you
can actually accomplish. We must first begin by focusing on
Priority Management instead of Time Management because
having our priorities listed will enable us to focus on what
we must do and avoid the common situation of being busy,
but not productive. The first step is make a list of your tasks
and rank them according to priorities. Now you have your
baseline to compare all incoming tasks against.
Why Saying “No” is the Key:
From my experience, there’s often a great deal of hesitation
in being assertive in many corporate environments, so people
just say “yes” to more assignments because they’re good
people and that’s what good people do, right?
Wrong. Many people agree to taking on additional tasks
they know they cannot complete or moves them away
from completing important tasks, but say yes anyway – not
because they are nice, but because they either feel afraid or
have simply not conditioned themselves to speak frankly in
these situations. They accept the tasks and then resent the
person, feel overwhelmed, and vent to others about how
much they dislike (insert person’s name, company, etc.) This is
counter-productive.
In discussing “Just say No” with executives and uppermanagement, a critical few points emphasize why this
approach is needed:

First, we need to create context, as just telling people
“no” without context is a situation that would not be wellreceived.

1. They typically don’t know specifically what tasks you’re
working on and only know your tasks from a high-level
perspective.

In my stress-management training, two of the biggest
stressors that my corporate clients report are:

2. They have a large number of items on their own plate
and focus on delegating what’s possible so that they can
focus on their own top-priority items.

1. Workload; and
12

2. Time constraints.
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CONTINUED, FROM PAGE 12: Just Say No!
3. They appreciate assertive and direct communication. I
spoke with a CFO recently about implementing this and he
was excited as he mentioned that his focus is on productivity.
If he requests his staff to do something and they respond by
outlining their existing priorities and this new addition is a
lower priority than your existing ones, they would appreciate
you continue working on your list and get to it later.
How to Say No with Confidence and Be Professional

nervousness
• S elf-management techniques to speak with increased
confidence
•H
 ow to facilitate effective and streamlined meetings
• Identifying non-verbal behaviours that increase your
ability to influence and build connection with your team
and clients
•H
 ow to make a great first impression with clients.
What’s Next?
Interested in seeing what communication training could do
for your team? Contact us today to discuss the best options
for your staff. Email Lucas at lucas@levelupliving.com or call
him at 604-720-1239.
Lucas uses his experiences of going from living with anxiety
for 15 years to becoming a top communications trainer that
empowers clients to effectively communicate their message. He is
internationally renowned has been featured in Forbes. Corporate
clients include: Abercrombie & Fitch, Cactus Club, and BC Oil & Gas
Commission.

This illustrated framework shows us how to “No” with tact.
You’re being direct with your statement, you outline your
current top priorities, and you make sure that you are aligned
with their goals of productivity.
How to Do the “No Challenge”
It’s as simple as saying “No.” Your challenge is to tell
someone “No” every day for two weeks. This is most
effective when you decline a task that is coming in as a
distraction or additional tasks that are not aligned with your
top priorities. You use the framework to say “No” and add
the additional information to assertively describe why you
cannot complete the task now or place the decision back
to them to determine if one of your top priorities should
be moved down the list and the new one escalated in
importance.
When doing this challenge, it is important to view it with
curiosity to observe how saying “No” will impact you and the
reactions you receive. This will feel empowering and you may
feel awkward in the beginning, but continue to practice as
you are reconditioning yourself to become more assertive in
your communication and this will enable you to become more
powerful in your role.
Why Communication Training is Great for Your Team
The goal for communication training is helping business
professionals become more self-aware, better manage
their workload, and become more effective leaders. With a
consensus on clear, direct, and assertive communication in
your work environment, it opens up the dialogue and enables
the team to streamline their decision-making and make sure
you get heard. In training, we address a number of topics,
including:

Career in Law?

Consider an exCiting Career
as a paralegal
Capilano University's Paralegal Program has an established
reputation based on over 35 years of teaching excellence.
We offer full-time diploma and degree options, and part-time
onsite and online certificate options. Currently we have a 95%
employment rate for our graduates.

For more information or an application package:
Call 604.983.7594 or e-mail: legalstudies@capilanou.ca

 ncovering the fears that increase communication
•U
www.bcparalegalassociation.com			
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EVENTS

Vernon Members’ Event

O

14

n October 2, 2014, BCPA members attended an
event at the Phoenix Steakhouse in Vernon. Members
enjoyed tasty canapés, as well as the opportunity to
network and discuss current legal events. BCPA Directors
Tanya Groutage and Monica Bruns also attended.

recruiting a new BCPA member: A one-night stay at Sparkling
Hill Resort, including breakfast and a $100.00 spa gift
certificate. Congratulations Lynne and Shelly! Blenz Coffee
also contributed to the success of the event by donating two
door prizes.

The BCPA thanks Platinum Sponsor, Cira Medical Services,
for their generosity in helping us host the event. Preferred
Supplier Continuing Legal Education of BC (CLE) awarded
Lynne Holmes, Paralegal at Pushor Mitchell in Kelowna, with
a $500.00 gift certificate for a CLE course. Shelly Lewis,
Paralegal of Sigalet & Co. in Vernon, won the grand prize for

The BCPA values its members in the Interior and will
continue to host member events in communities throughout
the region. If you have ideas for future events, please contact
any BCPA board member. You will find contact information
on page two of this newsletter, as well as the “About Us” tab
on the BCPA website: bcparalegalassociation.com.
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YOUR BRIDGE TO SUCCESS

STARTS WITH

ZSA

We are the recognized leader in the provision of
legal support recruitment services and we
have the track record to prove it. Contact one of
our consultants today:
Elizabeth Borrill | Partner
604.681.0706 ext. 228
eborrill@zsa.ca
JoAnne Peppiatt | Partner
604.681.0706 ext. 227
jpeppiatt@zsa.ca
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Entering into a
Tenancy
Short introductory guide for landlords
BY ALEKSANDRA (OLA) KARPIK,
VERITAS LAW

I

f you are a landlord – or thinking of becoming one – this
article is for you. While it does not cover the plethora of
issues that arise during a tenancy, after the tenancy has
ended, or in situations of conflict where the Residential
Tenancy Branch (“RTB”) dispute resolution process comes
into play, it does provide a few vital matters for landlords to
consider when entering in to a residential tenancy.
Entering into a Tenancy
Residential tenancies must comply with the Residential
Tenancy Act (the “RTA”) and the Residential Tenancy
Regulation (the “RTR”). For tenancies in respect of
manufactured homes, the Manufactured Home Park Tenancy
Act is the main source of law to which landlords should refer.
This article is framed in the context of residential tenancies
governed by the RTA and the RTR only.
Have a Written Agreement
As a Landlord, you must have a written agreement detailing
the terms of every tenancy. Even if you do not prepare
a written agreement (or ‘lease’), the standard terms for
residential tenancies as prescribed and elucidated in the RTA
and the RTR still apply. It is good practice to use the standard
lease agreement provided on the Residential Tenancy Branch’s
website, as proper tenancy agreements must provide for
certain specific terms (e.g., who the contracting parties are,
what kind of a tenancy this is (e.g., periodic, fixed-term),
the amount of rent owed each month, deposits, and pets).
Standard terms will supplement these terms by defining the
the rights and responsibilities of both tenants and landlords.
Generally, a landlord may add other terms to a tenancy
agreement, but these terms will only be legally binding if the
tenant agrees to such terms and if the terms do not conflict
with the tenancy statutes. Like all contracts, the terms must
be clear since a vague term may be deemed unenforceable.
Unfair terms may be deemed unenforceable for being
unconscionable.
When Tenants Move In
A new tenant can request of the landlord that the locks
get changed in the rental unit if not already done after the
prior tenants moved out. As the landlord, you must change
the locks as the tenant requests. Furthermore, the costs
associated with changing the locks are your responsibility.

A move-in inspection must be performed at the start
of a tenancy. This means that the landlord and the tenant
inspect the unit together before the new tenant has had
a chance to move in and after the prior tenant has moved
out. The landlord must schedule this inspection and must
make reasonable attempts to reschedule an inspection with
the tenant, if a previous attempt does not work out. A
landlord can send a ‘Notice of Final Opportunity to Schedule
a Condition Inspection’ to the tenant in order to arrange
same. The landlord will need to complete the inspection on
their own if the tenant does not respond to the notice. The
landlord must then provide the tenant with a copy of the
inspection report, which the landlord completed on their
own.
Performing the inspection at the beginning of a tenancy is
an important step in the landlord later having the ability to
claim a security deposit for any damage sustained to the unit
as a result of the tenant’s actions. However, by not complying
with the inspection, a tenant may lose their ability to get
their security deposit back when issues of damage to the
property come up. You can easily download and print off a
‘Condition Inspection Report’ from the Residential Tenancy
Branch website. You will need to note any damage or areas
of concern in the unit. Taking and retaining photos is a good
idea. Make sure to sign the report and have the tenant sign
as well. Remember, that you have an obligation to provide a
copy of the completed report to the new tenant within seven
days of completing the inspection.
Pets
As the landlord, you are permitted to indicate restrictions
in the rental agreement in respect of pets. For instance, you
can indicate whether pets are allowed and, if so, specify
other restrictions (e.g., the size or number of pets, or even
the kinds of pets permitted). Although a landlord should be
aware that guide/personal-assist animals, which are certified,
are allowed to live legally in rental properties and you, as the
landlord, are not allowed to require a pet-damage deposit for
this classification of animals.
Deposits and Fees
As the landlord, you can ask the tenant to provide you with
a deposit (e.g., a damage deposit, or security deposit), which
you will hold to secure you against damage that the tenant
cont’d on page 18
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EVENTS
BY ROSE SINGH

Victoria Members’ Event

O

n September 11, BCPA members in Victoria, along
with BCPA Vice-President Rose Singh and BCPA
Membership Director Karen MacMillan, enjoyed the
annual get-together at Moxie’s Grill in downtown Victoria.
It was a another terrific event! Members enjoyed excellent
food, prizes and a great atmosphere with fellow paralegals
and corporate members. The management and staff at
Moxie’s Grill went above and beyond to ensure our members
were taken care of throughout the entire evening, with a

fabulous wine-tasting table, superior service and fabulous
food.
A special thanks to Platinum Sponsor Cira Medical Services
and Gold Sponsor ZSA Legal Recruitment for their generous
sponsorship and prizes which helped create this successful
event. We also thank Viewpoint Medical Services for their
prize donations.
The BCPA looks forward to next year’s island members’
event!

Firms can rely on ARC Document Solutions with the same
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to in providing the highest level of legal print services in
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CONTINUED, FROM PAGE 16: Entering into a Tenancy
may cause to the rental unit during the tenancy. Be careful
though – the security deposit amount must not equal more
than half of the first month’s rent. Once the security cont’d
deposit gets paid, the tenancy has started. This means that
the obligations that pertain to landlords and tenants apply
with respect to you and the person who has paid the security
deposit.
If pets are allowed, either by way of the rental agreement
or because the landlord has agreed to it, the landlord can
ask for a pet-damage deposit at the start of the tenancy (if
there is a pet, initially). A pet-damage deposit may also be
requested later (during the tenancy) if the tenant obtains
permission from the landlord to have a pet in the unit.
However, there are some exceptions to obtaining pet deposits
(e.g., an exemption exists for guide/personal-assist animals).
If a pet-damage deposit applies, then it can only be applied
towards the costs of repair for damage that the pet caused,
and not towards anything else (unless the tenant agrees as
such in writing or a Residential Tenancy Branch Arbitrator so
orders). For instance, an Arbitrator may order that a landlord,
should they obtain a successful monetary order against the
tenant by way of an RTB hearing decision, may apply the
pet-damage deposit towards payment of the monetary order.
Again, it cannot be stressed enough that using the petdamage deposit in such a way is only permitted if the tenant
agrees to it or if an Arbitrator so orders.
If the tenant does not pay the security deposit or petdamage deposit as required or requested (there are specific
statutory time limits), then a ‘One Month Notice to End
Tenancy’ may be served on the tenant.

dispute resolution procedure. Consequently, landlords who
do not want to incur unnecessary costs and stress would do
well seeking appropriate legal advice prior to the start of a
residential tenancy, and certainly when the tenancy begins to
present challenges.
Conclusion
Acting as a landlord entails important responsibilities with
respect to one’s tenants. Of course, landlords want to protect
themselves and their interests should a tenancy go sour.
Seeking legal advice early on in the game and assessing one’s
options for addressing tenancy issues as soon as they arise
(or, preferably, before they arise), can assist the landlord in
reaching a favourable outcome. One cost-effective strategy is
to seek the advice of a landlord-tenant lawyer on an issueby-issue basis. At the very least, landlords should become
familiar with the residential tenancy legislation and become
adept at recognizing areas of concern, preferably before they
crystallize. Certainly, knowing how to properly commence
and organize a tenancy will help the landlord be better
prepared with future challenges.
Aleksandra (Ola) Karpik is a lawyer at Veritas Law, Group of
Independent Law Firms in West Vancouver.
She practices Landlord-Tenant Law, assisting clients throughout
the process of dispute resolution hearings, including to preparing
clients and their case for the hearing and to assisting during the
hearing. Ola also assists clients with Provincial Court Disputes,
Builder’s Liens, Real Estate Law (e.g., mortgages, buying and selling
property), and Wills and Estates Law.

Some other points on fees are useful to know. In terms of
fees for keys or other access devices, although you may not
charge tenants for keys or fobs when they are the tenant’s
only ways of entering into the unit, you may do so when the
tenant requests additional keys or fobs or both. However, you
are restricted to charging the tenant only the actual cost of
replacing the key.
You must never charge tenants or prospective tenants
for tenancy applications. This includes fees for processing,
reviewing, or accepting such applications. Move-in fees may
be allowed, in limited circumstances, and it is best to review
the statutory restrictions before imposing fees.
A few last words on deposits are useful. Landlords should
make sure that they do not simply keep the deposit at the
end of the tenancy. Unless the landlord is permitted to do
so under the tenancy agreement or by way of Arbitrator’s
order, this is not allowed and the landlord may be penalized
for doing so. Other improper requests related to deposits are
‘hidden deposits’, such as key deposits or requesting that
the tenant provide the first and last month’s rent. Finally,
despite the fact that the tenancy agreement may cover two
or more persons or two or more pets, the landlords may only
request one pet-damage deposit or one security deposit per
each tenancy agreement. Failing to abide by landlord-tenant
laws may expose the landlord to fines or other penalties,
particularly if the tenant applies to the RTB through the RTBs
18

Winter 2014/15

		

Distinctly Canadian
CKR Global Investigations is the result of a merger of
Canada’s two largest risk mitigation & investigation companies,
Canpro Global and King-Reed & Associates. We represent
the industry’s most diverse group of experts across Canada
and possess the regional knowledge and industry experience
to best assist our clients wherever they require our services.
With over 400 experienced professionals coast-to-coast, our
company is, Distinctly Canadian.

2014 BC Paralegal Association, All Rights Reserved			

www.bcparalegalassociation.com

British Columbia
Provincial Nominee
Program (BC PNP)
BY SARA ADEL, B.A.
MAYNARD KISCHER STOJICEVIC

E

conomic growth largely depends on qualified workers
and entrepreneurs. Every province and territory in
Canada needs to meet labour market demand and
ensure the continued prosperity of that province and territory.
British Columbia is no different. Immigration will play an
important role in helping the province meet anticipated
labour market shortages.

criteria, and if they approve it, they will nominate the
applicant for permanent residence. If necessary, BC
PNP will provide the applicant with a work permit
support letter so that they can apply to Citizenship
and Immigration Canada (CIC) to obtain or renew a
work permit to start or continue working in BC for the
employer.

The BC Provincial Nominee Program (PNP) offers
accelerated immigration for foreign workers and
entrepreneurs who intend to live permanently in British
Columbia. The foreign worker must demonstrate the ability
to become economically established and contribute to the
provincial economy. The program allows the Province to
nominate immigrants to fill the economic and labour market
needs of BC.

4. After the PNP nominates the applicant for permanent
residence, the applicant (and their spouse and
dependent children, if applicable) will submit a separate
application for a permanent resident visa to CIC in the
Provincial Nominee Class. The applicant will have six
months from the date of the nomination to apply to CIC.

Under the British Columbia Provincial Nominee Program
(PNP), you may qualify under one of two streams:

II. British Columbia PNP Business Immigrants Stream

I. British Columbia PNP Strategic Occupations Stream
To qualify, applicants must have a job offer from an
employer in British Columbia that cannot be filled by a
Canadian citizen or permanent resident, and be either:
• A skilled worker: Applications in the Skilled Worker
category must have a job offer in an eligible occupation
in levels 0, A, and B of Canada’s National Occupational
Classification Matrix (NOC). According to this NOC,
eligible occupations in levels 0, A and B are occupations
that usually require university education, college,
vocational education or apprenticeship training.
• A healthcare professional, specifically physicians,
registered nurses and registered psychiatric nurses, and
midwives.
• An international graduate of a recognized Canadian
post-secondary institution.
• A semi-skilled worker in select Tourism/Hospitality
occupations, Long-Haul Trucking occupations, and Food
Processing occupations.
How does the program work?

5. If CIC approves the application, the applicant will get
issued a permanent resident visa to live in Canada.
This stream accelerates the permanent residence
application process for individuals who can establish
themselves in BC and develop a business that will provide
significant economic benefits to the Province.
The Business Immigration application process has two
phases:
• In Phase One, the applicant signs a performance
agreement with the Province and gets supported for a
two-year work permit, initially.
• In Phase Two, the applicant arrives in BC on the work
permit, establishes and actively manages their business,
and completes the investment and job-creation
requirements.
Applicants get nominated by the BC PNP for
Permanent Residence in Canada only when they satisfy
the terms of their performance agreement.
Individuals can apply to the PNP as a business immigrant
in one of three categories as described below. Each category
has specific requirements.
The Entrepreneur category is the best choice if:

Here is the simplified overview of the application process:

• T he applicant would like to start or purchase and expand
a business anywhere in BC.

1. Applicants need an offer of indeterminate full-time
employment from a BC employer.

• T he applicant has a personal net worth of at least
$800,000.

2. Applicants need to submit application forms to the BC
PNP office.

• T he applicant intends to invest at least $400,000 in
(and acquire at least one-third equity ownership of) the

3. BC PNP will assess the application against program
www.bcparalegalassociation.com			
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CONTINUED, FROM PAGE 19: British Columbia Provincial Nominee Program
business.
• The applicant can commit to creating at least three new
jobs for Canadian citizens or permanent residents.
• The applicant would like to propose one key staff
member on their application.
The Regional Entrepreneur category is the best choice if:
• The applicant would like to start or purchase and expand
a business outside of the Vancouver and Abbotsford
metropolitan areas.
• The applicant has a personal net worth of at least
$400,000.
• The applicant intends to invest at least $200,000 in
(and acquire at least one-third equity ownership of) the
business.
• The applicant can commit to creating at least one new
job for a Canadian citizen or permanent resident.
The Strategic Projects category is the best choice if:
• The applicant’s company is interested in setting up a BCbased operation (such as a branch office or subsidiary)
anywhere in across BC.
• The applicant’s company intends to make an equity
investment of at least $500,000 in the business.
• The applicant would like to propose up to five key staff
members on the application and you can commit to
create at least three new jobs for each key staff member.

7. Within the designated timelines, they must notify the
PNP of your arrival in BC and submit proof that they
have transferred the required funds for their investment.
8. The next step is implementing the business plan. When
they have met the conditions of the Performance
Agreement, they submit a final report to the PNP.
9. The PNP reviews the final report and, if the applicant has
satisfied the conditions of the Performance Agreement,
nominates the individual (and eligible dependants and,
if applicable) for permanent residence.
10. BC PNP will then issue a nomination certificate that
the applicant will include with your application for
permanent residence (and those of their spouse, eligible
dependent children and, if applicable) to CIC. If CIC
approves the application, the applicant will be issued a
permanent resident visa to live and work in Canada.
To find out if you your clients are eligible under the BC
PNP program, visit the BC PNP website at http://www.
welcomebc.ca/pnp and use the BC PNP Skills Immigration
Self-Assessment Tool.
Sara Adel, B.A. (UBC), Paralegal Studies Diploma (Capilano
University), is a Paralegal with Maynard Kischer Stojicevic. She
specializes in immigration law, providing assistance to clients and
corporations in Canadian immigration matters. Sara is a member of
the BCPA.

How does the program work?
Here is a simplified overview of the application process:

province encourages exploratory visits to BC to
1. The
learn more about opportunities and the local business
environment before individuals submit an application.
2. After an exploratory visit, the applicant should submit all
application forms, along with the required fees, to the
PNP office.
3. BC PNP will assess the application against program
criteria and may follow up with specific questions or ask
for more information.
4. If the application passes BC PNP’s initial assessment, they
will ask the applicant to attend an in-person interview
in Vancouver to discuss the application and make a final
decision.
5. If BC PNP approves the application, they must sign
a Performance Agreement. It describes the type of
business individuals intend to invest in and manage, the
breakdown of the total investment, the number of jobs
they intend to create, and other milestones associated
with the business proposal.
6. BC PNP will also issue a work permit support letter so
individuals can apply to Citizenship and Immigration
Canada (CIC) for a two-year work permit. This will
enable applicants and their dependants to move to BC
so that they can start implementing their business plan.
20

Winter 2014/15

		

Expand Your
Career
UBC Certificate in Immigration:
Laws, Policies and Procedures
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Building a SuperParalegal
BY DIANE CRONK, CHRP,
ARLYN RECRUITING

I

know we often hear the word “career” bandied about,
but in terms of planning your own paralegal career, do you
really take a concerted effort to reflect on your goals, and
evaluate what steps you need to take to get there? I know
when I graduated from Capilano University, I jumped at the
first job opportunity—Corporate Law—and my career path
took on a life of its own. (Years later, I realized that I may
have been better suited to working in litigation.) I didn’t
specifically target any law firms. I was lucky – they fell into
my lap, and I worked with great firms and great people along
the way. But today’s market is much different. In order to stay
competitive, there has to be an alignment of your interests,
your talents, and what the legal industry requires. Firms are
vying for the same clients, and the firms need to have topnotch assistants producing high-quantity, high-quality work.
Human-resources professionals have to watch their tightened
budgets, so it only makes sense that the candidate who is
more self-directed and who has the right skills and education
will present better in an interview, as well as become sought
after as a valued commodity.
Your résumé is an important starting point. It is a way to
tell your story and can be a strong indication of your clarity
around your development. If done well, this marketing
tool will give your readers insight into the “whole person”.
The process of putting it together enables you to gain
self-awareness around your strengths and your areas for
development. The résumé should be detailed to perfection
(including spelling, grammar and formatting). Let’s use the
résumé format as a way to provide some structure around
what the “ideal” paralegal might look like; that is, the Super
Paralegal every firm wants.
Location: Law firms in the Fraser Valley may not offer the
higher dollar or all of the perks that downtown firms can
offer. However, if you are willing to sacrifice the money for
other conveniences (e.g., less commuting time), and don’t
waiver when presented with a location of choice, you will
present to hiring managers as being “solid”.
Objective: Ask yourself a number of exploratory and
clarifying questions, and journal your thoughts. Your
questions will change, of course, depending on where you
are in your career. For instance, if you are at the junior level,
ask yourself: “Do I like to work with many people, or just
a few? Do I like a lot of activity, or do I like to be quiet and
heads-down? Am I social? What makes me feel anxious?”
As you gain more experience, questions around your
one-year and five-year plan will arise: “Can I envision my
‘ultimate’ role? What do I feel passionate about? What do I
value? What area of specialty do I enjoy? Do I like research?
Do I like to organize paper or interact with clients? What are
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the lawyers and the management teams like? Can I work
with them?”
Condense these down to a succinct articulation of your
objective. It should be unique to you, and will even help
you create your “elevator pitch”, which clearly answers the
question: “What do you want to do?”
Summary of Skills and Qualifications: A mixture of hard
skills and soft skills make it easy for any team to want to
work with you: These include:
Technical Skills: Firms want—and need—technologically
savvy employees. Become proficient in ALF, Summation,
PC Law, and more. Identify the technology that is relevant
to your area of practice. Some firms will offer the training
on their dime, but if not, learn them on your own, for
free, with online tutorials (http://www.skilledup.com/learn/
business-entrepreneurship/free-excel-tutorials/ and http://
www.lexisnexis.com/university/default.aspx). As firms are
now run more like a business, paralegals are not only looked
to for their ability to handle substantive work, but also to
their capacity to handle the administrative tasks on the file.
MS Office is a common fixture in law firms, and not only do
Word and Outlook get used at an advanced level, the ability
to use Excel, Visio, PowerPoint, a variety of databases, legal
research software, etc., is also important so that the firm
knows that they can use you to manage just about any task.
LinkedIn, Twitter, Google, and YouTube also provide resources
to stay current and informed.
Soft Skills: It can be difficult to define your soft skills.
Of course, the senior-level paralegal is quite accurate
when identifying their strengths after years of receiving
feedback. However, if you land at the junior or intermediate
level, think of five scenarios where you felt pride for a
job well done. Analyze any patterns. What strengths can
you identify? These might include organizational skills,
teamwork, professionalism, or any combination of the three.
These are critical features of every terrific paralegal, as well
as the ability to communicate, write, multi-task, and pay
attention to detail. As firms move to encouraging, and even
requiring paralegals to have a sophisticated sense of business
acumen, you need to gain skills which are required for the
bigger picture, including leadership, project and practice
management skills. A sense of humour and a great attitude
will take you a long way!
Experience: The role of the paralegal, as well as the
paralegal career path, can be varied, so you want to stay
open to opportunities that exist outside of the private law
firm. Paralegals can run the file from beginning to end,
looking after the administrative nature of the file (e.g.,
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CONTINUED, FROM PAGE 21: Building a Super-Paralegal
scheduling trial dates, etc.), as well as doing the higher level
work of drafting documents, preparing closing documents,
etc. Some paralegals will take on a “piece” of multiple
files—creating lists of documents, mediation summaries
and quantum assessments, for instance—which all involve
complex research and analytical work. Some paralegals
oversee large class-action projects and case managers
who ensure that the litigation process remains “on track”
(supported by additional staff). Paralegals work for private
law firms, and in-house for corporations such as software
developers, finance firms, insurance companies, etc., or for
government agencies. Not only is full-time work available, but
so is part-time, contract work (for maternity leaves or special
projects) or job shares. And while you may start your career
as a paralegal, you may end up in recruitment, marketing, IT
support, or office management. Therefore your career steps
would change accordingly. What works best for you?
Of course, a reliable work history is extremely important
in law. Law firms want candidates that have held positions
for a decent amount of time, and left their last job for
good reasons. Typically, firms like to see that a paralegal
has specialized in one area of law as it means expertise. For
you, expertise will drive your earnings upwards. In terms of
planning your career, it would be advisable to conduct market
research to see what areas of law show predicted growth.
The legal industry is a small community and players within
that community know the names of prominent lawyers and
firms who are well-recognized in different areas of law.
As you know, the most talked-about change in the legal
industry is the introduction of the Designated Paralegal in
an attempt to lessen legal fees for the public (CLE offers
workshops pertaining to the Designated Paralegal advancing
their career which includes information surrounding
advocacy skills in a courtroom, the handling of difficult
client interviews, and potential pitfalls when giving legal
advice). The Law Society has allowed supervising lawyers
to “designate” competent and qualified paralegals to
provide legal advice directly to clients (in all areas of law).
A two-year pilot project is currently underway to allow
supervised paralegals to appear in certain BC court registries
on family law matters. The Law Society provides a checklist
for assessing the competency of paralegals which can be
accessed at http://www.vlsa.ca/wp-content/uploads/LSBCDesignated-Paralegals-Appendix-E.pdf. It may be useful to
review this in terms of what is defined as a “competent”
paralegal in order to direct your own career, as well as build a
strong relationship with a lawyer who is willing to vouch for
you.
Education: Although BC does not presently require
paralegals to be certified, legal education is still the norm in
law-firm hiring practices. Paralegal certificates, diplomas and
degrees are offered at various schools. It is important that you
choose a school with a strong reputation in the community.
Although a supplementary undergraduate degree is not
mandatory, hiring managers acknowledge that the degree is
evidence that you can organize your time and have the ability
to comb through research for prominent issues. Additional
22
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professional development courses are important to include on
your résumé. The CLE offers courses on technology programs,
substantive areas of law, and fundamental courses such as
court rules and updates, recent legal decisions, and ethics.
Memberships: Stay involved in organizations relevant
to your profession, such as BCPA and BCLMA. These
organizations provide educational workshops, job surveys and
social opportunities.
References: There should be no surprises when prospective
employers reach out to your contacts. Continue to make
strong relationships with many people, and keep in touch
with past employers.
Want to know more? Please connect with me at LinkedIn
or contact me at diane@arlynrecruiting.com if you would like
any additional one-on-one career coaching advice.
Diane has worked at Arlyn Recruiting since 2004. Her work there
includes providing workshops and presentations to new graduates
of Capilano University and Vancouver Community College’s LAA and
Paralegal graduating classes, as well as presentations on HR topics
and the legal market via BCLMA and BCPA. Diane also works as an
HR consultant providing job transition and outplacement services, as
well as coaching for leadership, communication skills, and more.
Before joining Arlyn Recruiting, Diane worked in law firms for
more than 20 years, beginning her career as a legal administrative
assistant, which provided her with her unique insight into the law
firm culture.
Diane is a Certified Professional Coach through Simon Fraser
University. She holds her CHRP designation, is a graduate of the HR
Diploma program at BCIT, and has an undergraduate in Psychology
and Sociology from SFU. Contact Diane directly at diane@
arlynrecruiting.com.

Chuck Jung Associates
Psychological and Counselling Services
Counselling the injured and disabled since 1995.
Counselling
is also
provided
in: Punjabi,
Urdu,
Services
offered
in: Punjabi,
Urdu,
Mandarin,
and
Mandarin
and Cantonese.
Cantonese

Vancouver Surrey Port Coquitlam Richmond
Abbotsford Chilliwack Langley North Vancouver

For more information or to make a referral call The
Vancouver Head Office:
(604) 874-6754

#1303-750 W. Broadway, Vancouver, BC V5Z 1H1

www.chuckjung.com
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EVENTS
BY ROSE SINGH

T

BCPA Annual Fall Dinner

he BCPA hosted its Annual Fall Dinner on November
13 at the Terminal City Club in Vancouver. It was
spectacular, to say the least! The event was sold out
with 166 attendants, and Rose Singh, BCPA Vice President
acted as MC once again. Rose did another amazing job
keeping everyone entertained throughout the evening.
In celebration of the BCPA’s 35th Anniversary, members
were greeted at the door by BCPA Directors with a glass of
champagne. Dinner tables were adorned with autumn flower
arrangements which one lucky member from each table took
home. Each member received a party favour at their place
setting: A silver mobile power bank engraved with the BCPA
logo to keep electronic devices fully powered while on the
go. The BCPA also donated prizes of a jade bangle bracelet
and a Tiffany necklace. We hope you like them!
Guest speaker, Stuart Knight, was definitely the highlight
of the night. Stuart gave an enlightening and highly
entertaining speech on the “Art of Powerful Conversation”.
Stuart truly captivated the audience! We thank Stuart
for his outstanding presentation and for helping make
our event such a huge success! If you could not attend,
you can still enjoy Stuart’s blog and website at http://
stuartknightproductions.com.

The BCPA thanks all sponsors for their generous support
and prizes. Platinum sponsors included Cira Medical
Services with Vice-President, Alan Taylor, and ZSA Legal
Recruitment with Partners, Elizabeth Borrill and JoAnne
Peppiatt attending. Silver sponsors included Dye & Durham
Corporation with sponsor representatives, Ann AmosStewart, Jason Lee and Ling Huang, and CKR CanPro Global
Investigations with sponsor representative, Brad Nickerson
attending. The BCPA also thanks our Preferred Suppliers,
Continuing Legal Education of B.C. (CLEBC) and ARC
Document Solutions.
A big thank you as well to the following companies
for their very generous donations of door prizes for our
members: Arlyn Recruiting, R Johnson Legal Recruitment,
Carol W. Hickman, Q.C., of Quay Law Centre, The Legal
Freelance Centre, Capilano University, and TCS Forensics.
Events such as this would not be possible without the
generosity of our sponsors and supporters. Thank you to all
who sponsored and supported the BCPA’s Annual Fall Dinner!
We have already received extremely positive feedback
about the event. We look forward to future events with you!

cont’d on page 24
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