
 
   

RECORDS AND INFORMATION ANALYST / TAXONOMIST 

1. Background:  

BC Hydro is a commercial Crown corporation, owned by the Province of British Columbia and 
regulated by the British Columbia Utilities Commission. BC Hydro’s mission is to provide our 
customers with reliable, affordable, clean electricity throughout BC, safely. It is one of the 
largest electric utilities in Canada, serving more than 1.8 million customers in a diverse 
geographic area containing over 95% of British Columbia’s population. 

 

2. Scope of Work/Deliverables: 

BC Hydro is looking for a consultant to fulfill the role of a Records and Information Analyst / 
Taxonomist. The consultant shall provide consulting services related to reviewing and instituting 
taxonomy / file structure for the Environmental Performance department in the Environmental 
Field Services department, including: 
 

 Assess the network drive existing taxonomy, file structure and related filing practices (file 
naming, folder level tree structure). 

 Design a new network drive taxonomy/file structure for the group, guided by department 
needs, best industry practices, and BC Hydro information management guidelines.  

 Develop new network drive rules for file naming to facilitate better searching and 
browsing, folder structure, and legacy and archive folder design guided by department 
needs, best industry practices, and BC Hydro information management guidelines.  

 Implement the new taxonomy design model to the extent possible into the network drive 
space. Align taxonomy to the existing Environment document hierarchy. 

 Identify document-level metadata to promote efficient and effective search and browsing 
in a new centralized filing system. 

 Develop naming conventions and a controlled vocabulary to support search in the new 
centralized filing system. 

 Assess Share Point site existing structure, use and metadata structure. 

 Design a new Share Point structure guided by Environment Field Service needs, best 
practices and BC Hydro information management guidelines. 

 Identify document-level metadata to promote efficient and effective search and browsing 
on the share Point site. 

 Implement the new taxonomy design and metadata model into the Share Point site to 
the extent possible. 
 

3. Typical Background and Experience: 

Degree in archival studies, library and information studies, or equivalent degree and experience. 

4. Contract Term: 

The contract is for a maximum 27-week term beginning July 2, 2018 and ending no later than 

December 31, 2018. The total amount for this contract is $ 40,000.The contractor is expected to 

work on site during standard work hours. The primary work location is BC Hydro’s office located 

at 6911 Southpoint Drive, Burnaby, B.C. BC Hydro will provide a workspace. Consultants are 

expected to provide their own technology (laptop/software) and mobile communication device. 



 
Applications should be submitted to Lara Mancuso (lara.mancuso@bchydro.com) by 4:30 pm 
on Friday, June 8, 2018. 

mailto:lara.mancuso@bchydro.com

