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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

01-10537 Public Affairs Officer Director of Strategic Planning & Policy 

 

Department Division/Region Community Location 

Legislative Assembly HQ Iqaluit Iqaluit 

 

 

2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 

Under the direction of the Director of Strategic Planning and Policy, the incumbent is 

responsible for planning, implementing and managing the Office of the Languages 

Commissioner (OLC) communications, public relations, promotions and activities. This includes 

the Office advertising and promotional campaigns, website, Facebook page, press releases, 

annual report, business plan, communication tools and promotional materials designed  

 to inform the public about the OLC mandate, responsibilities and services  

 to raise public awareness of the OLC, its roles and mandate  

 to increase the visibility of the OLC   

 to strengthen relations between the OLC, the population and obligated bodies with 

respect to language rights and obligations  

 

 

 

3. SCOPE 
 

Describe the impact the position has on the area in which it works, or if it impacts other departments, the 

government as a whole, or the public directly or indirectly.  How does the position impact those 

groups/individuals, the organization and/or budgets?  What is the magnitude of that impact? 

The position is located at the Office of the Languages Commissioner in Iqaluit. The position has 

a direct impact on the public, including Inuit, English and French-speaking communities, Inuit 

and French organizations through the promotion of the OLC mandate, responsibilities and 

services.   

 

The incumbent works closely with the staff in developing coordinated communication strategies 

and advertising/promotional campaigns, and in writing briefing notes for OLC presentation to 

the Standing Committee and the Management and Services Board. The Public Affairs Officer is 

responsible for coordinating the graphic design and translations and for the writing of the OLC 
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publications (annual report, business plan, communication tools, ads, newsletters, etc.). In 

addition, the Public Affairs Officer is responsible for updating the website and the Facebook 

page content, coordinating the development a new design for the website, maintaining access to 

and information contained on the OLC’s website and Facebook page, and maintaining the OLC’s 

ability to host the domain and subdomains.  

 

 

 

4. RESPONSIBILITIES 
 

Describe major responsibilities and target accomplishments expected of the position.  List the responsibilities 

that have the greatest impact on the organization first and describe them in a way that answers why the 

duties of the position are being performed.  For a supervisory or management position, indicate the 

subordinate position(s) through which objectives are accomplished. 

(a) To develop, implement, evaluate and revise the communication plan and activities for the 

OLC to ensure continuing public awareness and visibility by:  

 Assessing the communication needs of the OLC 

 Developing a communication plan with regular reviews and adjustments of the 

communication plan as required  

 Monitoring the results achieved by the communication strategies and tactics, and 

continually modifying the approach to ensure that the OLC conveys the appropriate 

information in an integrated fashion to the right audiences 

 Researching and costing communications requirements, developing an annual budget, 

and making the most effective use of financial resources available 

 Developing communication tools such as press releases, media briefing documents, 

speeches, radio spots, newspaper advertisements, public service announcements, general 

ads and articles for a variety of publications to ensure maximum positive media coverage  

 Managing the preparation and distribution of all publications as required  

 Coordinating accurate and timely responses to media requests by providing information 

to reporters and acting as spokesperson for the OLC 

 Assisting in the planning and organizing special events for the Commissioner to talk 

about language rights and obligations, and providing reports after each events 

 Responding to requests for information from departments of the Government of Nunavut, 

public agencies, Inuit and Francophone organizations 

(b)  To coordinate the communication of OLC strategic objectives and corporate issues by: 

 Working with the Commissioner and the staff to identify communication needs and 

issues 

 Establishing a draft budget for planned expenditures, projects and events to meet 

established needs, subject to the Commissioner’s approval 

 Developing communication tools for and evaluating the effectiveness and success of 

communication projects and recommending changes as appropriate 

 Researching corporate issues and strategic objectives that are to be communicated to the 

Commissioner  

 Assessing the effectiveness of current communication practices and recommending 

alternative approaches for improvement; 
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(c) To manage and assist OLC staff with the dissemination of information to ensure accurate and 

concise information flow to public by: 

 Providing staff with statements or briefing notes for interviews 

 Providing staff with texts to be proof read 

 Consulting and advising the Director of Strategic Planning and Policy on 

communications related issues 

 Identifying any communications gaps or problems that detrimentally affect the OLC’s 

image and providing options and recommendations to the Commissioner 

 Coordinating translations and ensuring all publications meet the multi-lingual 

requirements of the target groups 

 Maintaining a file of articles, photographs and other pertinent materials related to 

language rights  

 Providing media monitoring 

 (d) To maintain the OLC website and Facebook page by: 

 Maintaining domain and subdomain accounts with service provider(s) as and when 

needed 

 Providing access to OLC staff, as needed, with access to upload information in a timely 

manner, while maintaining consistent approach to website and Facebook page contents 

 Coordinating and editing any written material for external publications or placement on 

the OLC website and Facebook page 

 

 

 

 

5.  KNOWLEDGE, SKILLS AND ABILITIES 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

Knowledge identifies the acquired information or concepts that relate to a specific discipline.  Skills describe 

acquired measurable behaviours and may cover manual aspects required to do a job.  Abilities describe natural 

talents or developed proficiencies required to do the job. 

These requirements are in reference to the job, not the incumbent performing the job. 

 

Knowledge  

 Knowledge of public relations, media relations, communication field (advertising and 

promotion) 

 Knowledge of Nunavut media  

 Knowledge of Nunavut audiences  

 Knowledge of principles and techniques of design, layout and production for print, 

broadcast and electronic media   
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 Knowledge of language rights environment and faculty through use of online media  

 Knowledge of the following computer programs is required: word processing, e-mail, 

Internet programs, desktop publishing and PowerPoint presentation software  

Skills  

 Skill in writing, news release writing, speech writing 

 Skills in editing and proof reading  

 Excellent communication skills in two of the official languages, both verbal and written. 

Inuktut would be considered an asset to the incumbent 

 High level of creativity and writing skills to reach a variety of audiences 

Abilities 

 Ability to communicate messages effectively in writing and verbally to a variety of 

audiences with varying levels of background knowledge and education 

 Ability to analyze and suggest appropriate communication strategies and tactics 

 Ability to edit materials to reflect plain language writing 

 Ability to participate in an informed and sensitive manner as a member of a cross-

cultural team 

 Ability to work in an environment focused on time restraints 

 Ability to multi-task 

 

Education and experience 

 

To meet the knowledge, skills and abilities of the position applicants must have a college or 

university diploma in Communication that includes courses in journalism, marketing, public 

relations and creative writing, and have a minimum of 2 to 3 years’ experience in 

communication planning.  

 

Equivalencies that consist of a combination of education, knowledge, skills and abilities to 

formal education and experience requirements may be considered. 

 

 

 

6.  WORKING CONDITIONS  
 

 

List the unavoidable, externally imposed conditions under which the work must be performed 

and which create hardship for the incumbent.  Express frequency, duration and intensity of 

occurrence of physical demands, environmental conditions, demands on one’s sense and mental 

demands. 
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Physical Demands 

 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue or physical stress. 

 

Work can often involve overtime to meet tight deadlines 

The employee is expected to spend many hours working a computer.  This can cause eye, neck 

and back strain as well as writs problems. 

 

 

Environmental Conditions 

 

Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 

and duration of exposures.  Include conditions that increase the risk of accident, ill health, or physical 

discomfort. 

 

The incumbent may need to travel for various functions in a small aircraft and stay in small 

communities. 

 

 

 

 

 

 

 

Sensory Demands 

 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 

judgements to discern something through touch, smell, sight, and/or hearing.  It may include concentrated 

levels of attention to details though one or more of the incumbents’ senses. 

 

No special demands aside from those which would normally be required of a positon where 

reading and interpersonal communication 

 

 

Mental Demands 

 

Indicate conditions within the job that may lead to mental or emotional fatigue that would increase the risk 

of such things as tension or anxiety. 

 

Preparing high-quality written work under tight deadlines for senior decision-makers can lead to 

stress.  The position also requires the ability to work with multiple interruptions and competing 

priorities. 

 

Mental demands include dealing with sensitive and confidential situations such as monitoring 

and assessment and concerns, periods of concentration, frequent attention to detail, overlapping 

priorities and high workload. 
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7.  CERTIFICATION 

 
 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

I certify that this job description is an accurate 

description of the responsibilities assigned to the 

position. 

  

  Deputy Head Signature 

 

  

Date 

 

I approve the delegation of the responsibilities outlined herein within the context of the attached organizational 

structure. 

 

 

 

8.  ORGANIZATION CHART 
 

Please attach Organizational Chart indicating incumbent’s position, peer positions, subordinate 

positions (if any) and supervisor position. 

 

 


