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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

02-12662 Manager of Human Resources and Advisor 

to Senior Personnel Secretariat 

Director, Corporate Services 

Department Division/Region Community Location 

EIA Corporate Services Iqaluit HQ - Aeroplex Building 

Fin. Code: 02020-01-1-111-0200000-01 

 

2. PURPOSE  
 

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

Reporting directly to the Director, Corporate Services and indirectly to the Deputy Minister of EIA, the 

Manager of Human Resources and Advisor to Senior Personnel Secretariat (SPS) manages the human 

resource function within the department. 

This position provides strategic advice and support to all departmental staff in administering staff 

recruitment, staff training and development. The Manager is also the lead on recruitment, hiring, 

employee relations, disciplinary matters, human resources reporting and on-going performance 

management initiatives for the department. 

The Manager plays an integral part in the implementation and monitoring of the departmental Inuit 

Employment Plan.  The Manager will develop, implement, monitor and evaluate comprehensive training, 

human resources planning and leadership programs as well as provide technical guidance and policy 

advice to all divisions of the departments in the areas of human resources development and staff training.  

The Manager also provides direct support to the Secretary to Cabinet with respect to administering the 

employer-employee relationship between Deputy Heads and the Premier, managing the contracts and 

files of all political staff and performance-based pay processes for all Government of Nunavut’s Senior 

Managers. 

 

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? 

Working from the Department of Executive and Intergovernmental Affairs headquarters in Iqaluit, the 

Manager of Human Resources and Advisor to Senior Personnel Secretariat (SPS) provides human 

resources services to headquarters as well as the Ottawa and Pangnirtung offices and to the Government 

Liaison Officers in each community across Nunavut. The incumbent is also responsible for providing 

advice and recommendations to executive and senior management within the department to ensure the 

delivery of effective human resources policies and practices. 

The Department of Executive and Intergovernmental Affairs is responsible for the human resource 

administration of the Ministerial staff including all the Ministerial Executive Assistants, Executive 

Secretaries, the Commissioner’s Assistant, and the Premier’s staff including the Principal Secretary and 

Press Secretary.  

The Manager provides advice daily to the Secretary to Cabinet concerning the contracts for Ministerial 

staff and all Deputy Heads and administers the human resources and leave and attendance files of all the 

Deputy Heads and political staff within the government. The incumbent prepares the employment 

contracts for Ministerial staff and Deputy Heads for review by the Secretary to Cabinet. 
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Under the direction of the Deputy Minister of EIA, the Manager researches issues and gathers materials 

for the meetings of the Senior Personnel Secretariat and manages the agenda, minutes and directives that 

result from these meetings. The Manager updates the SPS Administrative Manual with relevant materials 

to keep the Secretary to Cabinet’s reference material current. 

The Human Resource Manager is a key individual who coordinates the human resources planning, 

recruitment, administration and benefits administration on behalf of all staff members. It is essential that 

the Human Resource Manager is technically proficient to work with the procedures, policies and systems 

and is able to liaise between staff members, Ministers and their respective staff and the Nunavut 

department responsible for personnel and payroll.   

This position participates in departmental and interdepartmental projects, internal policy development, 

and provides advice and assistance to Senior Management in developing specific job competencies, 

developing and revising job descriptions and other human resources functions, including performance 

management. 

The Manager provides direct supervision to the Leave and Attendance Officer also located in the Iqaluit 

headquarters. 

 

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.  

Providing human resource advice and services to the Senior Personnel Secretariat by: 

 Researching and compiling information and reports on staffing and labour relations activities across 

multi-jurisdictions within and outside of Canada. 

 Assisting with recruitment and staffing processes. Research and prepare Executive Summaries of 

departments for the recruitment of deputy heads. Provide Executive Summaries to the Director of 

Recruitment and Staffing and Comptroller General for the preparation of the competition files. 

 Maintaining and updating the personnel and Leave and Attendance files of all Government Deputy 

Heads, including the Principal Secretary and Secretary to Cabinet. 

 Providing research and advice to the Secretary of Cabinet on the employer/employee relationship 

with Deputy Heads. 

 Ensuring that all employment information, leave and attendance, and personal information are 

appropriately entered and maintained in both the physical and electronic files 

 Providing direct advice to Deputy Heads on their entitlements and responsibility regarding all types 

of leave and benefits by working directly with the individual Deputy Head by phone, email or in 

person. Researching, developing and revising Deputy Head orientation packages, on the instructions 

of the Secretary to Senior Personnel Secretariat (“Secretary”). 

 Providing research, advice, recommendations, and preparation of documents for the Secretary in the 

handling of disciplinary matters and harassment complaints. 

 Providing advice and preparing documents for the Principal Secretary in the handling of Ministerial 

Staff including employment contracts, bonus recommendations and termination agreements. 

 Preparing and administering the contracts for political (at pleasure) staff of Ministerial offices, 

Commissioner’s office, Deputy Heads and the Premier’s Office. 

 Coordinating the performance-based pay processes for the Secretariat, in coordination with the 

Department of Finance’s Compensation & Benefits Division. 

 Compiling year end Senior  Manager Merit and Bonus Recommendation reports for all GN 
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Departments for review by the Secretary to Cabinet and presentation to SPS for approval. 

 Preparing the year end Deputy Head Merit and Bonus Recommendation Report for review by the 

Secretary to Cabinet and presentation to SPS for approval. 

 Researching, developing, updating and maintaining the Senior Personnel Secretariat Administrative 

Manual for the Secretary to Cabinet. 

 Managing all minutes from SPS meetings and developing Directives as indicated in the minutes for 

inclusion in the SPS Administrative Manual and rollout to all Deputy Heads. 

 Researching other Canadian jurisdictions, including the Federal government, and making 

recommendations to the Secretary to Cabinet for review and updates to the Terms of Compensation 

& Employment for Deputy Heads to keep salaries and benefits for Deputy Heads fair and equitable. 

 Researching questions and concerns received from Cabinet and preparing responses for the Secretary 

to Cabinet. 

 Ensuring the complete confidentiality of the matters of the Senior Personnel Secretariat. 

 Drafting termination letters and release letters for all Deputy Ministers. 

 Preparing Transfer of Responsibilities letters for Deputy Heads assuming responsibilities with other 

departments or agencies. 

 Liaising with the Director of Staffing and Relocation and Director of Compensation and Benefits 

regarding employment contracts, transfers, payroll and benefits issues, retirement and termination of 

Deputy Heads and Political staff. 

 Other duties as assigned by the Secretary to Senior Personnel Secretariat. 

Providing advice and assistance to management on Human Resources activities and Labour 

Relations by: 

 Providing advice and guidance to Senior Management in relation to reorganization and restructuring 

of the Department. 

 Providing training advice and support on compensation administration, job evaluation, recruitment 

and other human resources activities. 

 Establishing departmental procedures and guidelines for human resources administration. 

 Researching pertinent areas of concern and extracting relevant information from the Human 

Resources Manual, Public Service Act, NEU Collective Agreement and/or other related resources. 

 Consulting with the Department of Finance, Employee Relations Division on complex issues. 

 Providing advice and guidance to management in all employee/employer related issues. 

 Providing advice and making recommendations to management in the handling of grievances and 

meeting with s and employees to assist in the resolution. 

 Preparing and participating in fact finding meetings.  

 Reviewing proposed disciplinary actions and following the proper disciplinary procedures. 

 Preparing disciplinary documents for Deputy Minister’s signature. 

 Coordinating with Senior Management regarding employee Performance Appraisals. 

Ensuring the Department implements the Inuit Employment Plan by: 

 Coordinating and monitoring the implementation of the departmental Inuit Employment Plan (IEP). 

 Reporting directly to Senior Management with the departmental IEP reports. 

 Preparing, updating and maintaining the quarterly TRPS report to go to the Department of Finance. 
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 Assisting in the development of comprehensive competency profiles for the staff. 

 Assisting with modifying the workplace to make it relevant and appropriate for a northern workforce 

as part of the Government’s Inuit Employment initiative. 

 

Supervising and Managing staff by; 

 Directly supervising The Leave and Attendance Officer along with occasional casual employees in 

the Department. 

 Responsible for carrying out disciplinary procedures on those employees who report directly to the 

position should the situation arise; 

 Approving and authorizing leave and attendance of subordinate staff; 

 Identify training and development requirements for subordinate staff  

 Coaching and motivating staff to continually maximize performance. 

Managing the Design and Development of learning opportunities for department staff by: 

 Coordinating annual performance appraisal process and conducting training needs analysis for the 

department.   

 Providing advice in the development of on-the-job training. 

 Assisting with the staff training needs and priorities of all divisions through relevant needs 

assessment research. 

 Ensuring that accurate training records are maintained in the department. 

 Advising employees and management on appropriate training courses and opportunities. 

 Providing mentorship and counselling for individuals as necessary. 

 Analyzing and reporting on performance development strategies and conduct human resources 

planning and training development needs assessments. 

 Administering departmental transfer assignments as developmental opportunities for staff.  

Managing the processing and administration of human resources services by: 

 Processing all requests for Acting Pays, Mentor Allowances, Clearance Forms, etc. 

 Preparing contracts for political staff appointments. 

 Preparing contracts for the hiring of deputy heads. 

 Preparing termination agreements for political staff and deputy heads. 

 Managing the leave and attendance and personnel files for political staff. 

 Managing the leave and attendance and personnel files for deputy heads. 

 Compiling information and reports on staffing, training, and labour relations activities. 

 Preparing all Job Action Requests. 

 Preparing all documents for Casual hires and Summer Student hires. 

 Ensuring that all employee working files are kept up to date. 

 Ensuring that all information, leave and attendance, and personal information are entered and 

maintained in the database. 

 Ensuring that all staff is advised on their entitlements and responsibility regarding all types of leave 

and benefits. 



GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 

 

Updated 03/14          Page 5                                 Manager of HR and Advisor to SPS 

 Maintaining the leave and attendance database for all EIA employees as well as all Deputy Ministers 

and Ministerial Staff.  

 Administering the processing of recovery actions. 

 Reviewing and reconciling attendance registers. 

 Manage the completion of the annual reconciliation and accrual of leave for department employees 

as well as political staff and deputy heads. 

 Completing year end reconciliation of all employee leave files including the political staff and 

deputy heads. 

 Compiling information for the implementation team (P2K) when requested, such as: leave reports, 

year-end reports, establishment reports and casual employee reports. 

 Approving the departmental orientation packages. 

Providing professional recruitment and selection services for indeterminate, term and casual 

employees to ensure the integrity of the staffing process in accordance with Government gridlines 

and standards by: 

 Reviewing the preparation of advertisements. 

 Developing and revising job descriptions, integrating Senior Management feedback as appropriate. 

 Participating in the screening of competition files; and if required, complete acknowledgement of 

applications and candidates selection for interviews. 

 Participating in the preparation for interviews and if required, provide information to applicants 

about terms and conditions of employment. 

 Providing advice to supervisors during the staff requisition, advertising, acknowledgement, 

screening, interview, ranking, selection and communication with applicant stages of the recruitment 

process.  

 Coordinating in-house promotions for contract or other temporary positions.  

 Providing management with ongoing reports on the status of staffing requests.  

 Providing advice to deputy heads, political staff, s and employees about benefit entitlements. 

 Completing, or providing assistance in the completion of documentation or applications for benefit 

entitlements.  

 Preparing and maintaining all Organizational Charts for each division within the department.  

 Other duties as assigned 

 

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 behaviors 

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  

Personnel and Human Resources - Knowledge of principles and procedures for personnel recruitment, selection, 

training, compensation and benefits, labor relations and negotiation, and personnel information systems. 

Language - Knowledge of the structure and content of the English language including the meaning and spelling of 

words, rules of composition, and grammar. Knowledge of an Inuit language is preferred. 

Customer and Personal Service - Knowledge of principles and processes for providing customer and personal 

services. This includes customer needs assessment, meeting quality standards for services, and evaluation of 
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customer satisfaction. 

Administration and Management - Knowledge of business and management principles involved in strategic 

planning, resource allocation, human resources modeling, leadership technique, production methods, and 

coordination of people and resources. 

Government - Knowledge of laws, government regulations, agency rules, and the democratic political process. 

Clerical - Knowledge of administrative and clerical procedures and systems such as word processing, managing files 

and records, stenography and transcription, designing forms, and other office procedures and terminology. 

Education and Training - Knowledge of principles and methods for teaching and instruction for individuals and 

groups, and the measurement of training effects. 

Accounting – General knowledge of F.A.M. 

Psychology - Knowledge of human behavior and performance; individual differences in ability, personality, and 

interests; learning and motivation.  Mathematics - Knowledge of arithmetic, statistics and their applications. 

Public Safety and Security - Knowledge of relevant equipment, policies, procedures, and strategies to promote 

effective local, state, or national security operations for the protection of people, data, property, and institutions. 

The required academic knowledge is typically obtained through the completion of post-secondary education in 

Human Resource Management, Business Administration with a Human Resource specialty or a related field with 5 

years of related experience and; 

 Course/workshops relating to employee relations issues. 

 Extensive knowledge of practices, principles, and theories of Human Resources Planning. 

 Knowledge of training and human resources development techniques. 

 Knowledge of Article 23 of the Nunavut Land Claims Agreement.  

 Experience in interpreting Human Resources policies, Collective Agreements and associated acts. 

 A working knowledge of access to information policies, practises and procedures in accordance with the 

Access to Information and Protection and Privacy Act (Nunavut). 

Skills 

Active Listening - Giving full attention to what other people are saying, taking time to understand the points being 

made, asking questions as appropriate, and not interrupting at inappropriate times. 

Management of Personnel Resources - Motivating, developing, and directing people as they work, identifying the 

best people for the job. 

Writing - Communicating effectively in writing as appropriate for the needs of the audience. 

Reading Comprehension - Understanding written sentences and paragraphs in work related documents. 

Speaking - Talking to others in a manner to convey information effectively. 

Negotiation - Bringing others together and trying to reconcile differences. 

Time Management - Managing one's own time and the time of others. 

Social Perceptiveness - Being aware of others' reactions and understanding why they react as they do. 

Monitoring - Monitoring/Assessing performance of yourself, other individuals, or organizations to make 

improvements or take corrective action. 

Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. 

Instructing - Teaching others how to do something. 

Persuasion - Persuading others to change their minds or behaviour. 

Active Learning - Understanding the implications of new information for both current and future problem-solving 

and decision-making. 

Judgment and Decision Making - Considering the relative costs and benefits of potential actions to choose the most 

appropriate one. 
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Learning Strategies - Selecting and using training/instructional methods and procedures appropriate for the situation 

when learning or teaching new things. 

Mathematics - Using mathematics to calculate correctly and/or solve problems. 

Abilities 

Oral Comprehension - The ability to listen to and understand information and ideas presented through spoken words 

and sentences. 

Oral Expression - The ability to communicate information and ideas in speaking with all levels of internal and 

external Government contacts especially the Deputy Ministers and Premier’s Office. 

Written Expression - The ability to communicate information and ideas in writing so others will understand. 

Written Comprehension - The ability to read and understand information and ideas presented in writing. 

Speech Recognition - The ability to identify and understand the speech of another person. 

Speech Clarity - The ability to speak clearly so others can understand you. 

Problem Sensitivity - The ability to tell when something is wrong or is likely to go wrong. It does not involve 

solving the problem, only recognizing there is a problem. 

Deductive Reasoning - The ability to apply general rules to specific problems to produce answers that make sense. 

Inductive Reasoning - The ability to combine pieces of information to form general rules or conclusions (includes 

finding a relationship among seemingly unrelated events). 

Originality - The ability to come up with unusual or clever ideas about a given topic or situation, or to develop 

creative ways to solve a problem. 

Near Vision - The ability to see details at close range (within a few feet of the observer). 

Category Flexibility - The ability to generate or use different sets of rules for combining or grouping things in 

different ways. 

Fluency of Ideas - The ability to come up with a number of ideas about a topic (the number of ideas is important, 

not their quality, correctness, or creativity). 

Information Ordering - The ability to arrange things or actions in a certain order or pattern according to a specific 

rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations). 

Mathematical Reasoning - The ability to choose the right mathematical methods or formulas to solve a problem. 

Memorization - The ability to remember information such as words, numbers, pictures, and procedures. 

Speed of Closure - The ability to quickly make sense of, combine, and organize information into meaningful 

patterns. 

Selective Attention - The ability to concentrate on a task over a period of time without being distracted. 

Flexibility of Closure - The ability to identify or detect a known pattern (a figure, object, word, or sound) that is 

hidden in other distracting material. 

 

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 each occurrence in measurable time (e.g. every day, two or three times a 

week, 5 hours a day). 

 

Physical Demands 

 
Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical fatigue or physical  stress. 

There are long periods where the incumbent is seated to use a computer, which can cause back and 

muscle strain. Work regularly extends past the regular 7.5 hour work day in order to meet deadlines and 
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urgent requests, resulting in physical fatigue. Multi-tasking on several high priority issues are the same 

time is essential.  

 

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. 

Normal office environment. 

 

Sensory Demands 

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

There is prolonged need for sensory attention during meetings and discussions with executive staff 

requiring close attention and prepared to respond to questions or inquiries in a knowledgeable and 

professional manner regarding human resource, benefits or employee relations issues. 

The nature of the work, high volumes, short deadlines and sensitive issues all require excellent accuracy 

and speed. 

 

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. 

Pressure to meet deadlines and compliance to regulations, legislation and policy places considerable 

mental fatigue and stress on the incumbent.  The position requires concentrated mental effort and 

attention to detail for most of the time spent on the job.  Involvement in highly sensitive areas within the 

departments and demanding deadlines can be very stressful. 

The incumbent is required to provide advice and services to a greater number of people (department 

staff, deputy heads, Secretary to Cabinet, Premier’s Office, Ministerial staff, and Commissioner’s staff) 

who frequently have conflicting interests, perspectives, and demands. These situations often involve 

politically sensitive issues, labour relations issues, and confidentiality issues. A high degree of intensity 

is faced on a constant basis throughout the day. Time restraints imposed by meetings, document drafting, 

briefings, etc. frequently require working beyond the 7.5 hour work day.  

 

“The above statements are intended to describe the general nature and level of work being 

performed by the incumbent of this job.  They are not intended to be an exhaustive list of 

all responsibilities and activities required of this position”. 
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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. 

 


