
GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 
 
1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

05-14111  Juridical Officer Team Lead, Criminal 
Registry 

Supervisor, Criminal Registry  (05-NEW) 

 
Department Division/Region Community Location 

Justice Court Services Iqaluit Nunavut Justice Centre 
 

Fin. Code: 05605/ 01/ 1/ 111/ 0540010/ 01/????? 
 
2. PURPOSE  

Main reason why the position exists, within what context and what the overall end result is. 
Under the general direction and supervision of the Supervisor, Criminal Registry, the 
Juridical Officer Team Lead receives, reviews, processes and prepares required documents 
and maintains official records for court actions and proceedings; certifies documents; 
attends court sessions, maintains complete record of court proceedings, and provides support 
for proceedings. Additionally, as a senior member of the Criminal Section, the position acts 
as Team Lead within the Registry, responsible for the training, coaching and guidance of 
less-experienced Juridical Officers and Juridical Officer trainees.  

 
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 incumbent holds statutory appointments as Deputy Clerk, and Administrative Justice of 
the Peace and is required to perform the duties and discharge the functions of these offices 
in accordance with the powers as conferred under the law and judicially-established 
practices and procedures. 
 
Registry Services:  Under the general direction and supervision of the Supervisor, Criminal 
Registry, the incumbent is required to determine whether legal documents presented by 
lawyers, government agencies and officials meet the requirements for filing, issuance and 
entry into the records of the Court, by referring to statutes, regulations, the Rules of Court, 
and judicial and practice directives. The incumbent may request guidance or refer complex 
administrative and procedural questions to the Supervisor, Criminal Registry; and refer legal 
questions to the Executive Legal Officer, Court Administration where necessary. 
 
The incumbent’s determinations in relation to documents affect the efficacy of litigation, 
costs to litigants and the use of judicial and quasi-judicial time.  By ensuring that documents 
are properly and accurately registered, the incumbent ensures that the procedural rights of 
litigants are preserved and the rule of law is maintained. 
 
The incumbent liaises with the Judiciary and members of the legal profession and public on 
a daily basis, responding to requests for information and assistance. 
 
The incumbent provides leadership and direction to less experienced Juridical Officers 
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within the criminal section and is responsible for training and development initiatives.  The 
Juridical Officer Team Lead assists the Supervisor, Criminal Registry by monitoring 
attendance and performance of junior Juridical Officers within the section referring matters 
of a disciplinary nature to the supervisor and management.   
 
Courtroom Services:  The incumbent performs his/her duties independently during court 
proceedings utilizing specialized skills and equipment.  The Juridical Officer Team Lead’s 
presence in a proceeding ensures the recording of the evidence of all witnesses for use by 
judges and lawyers on motions, at preliminary hearings or at trial.  The availability of 
accurate transcripts from such recordings is a fundamental right of the parties without which 
re-trials or re-hearings may occur, duplicating the cost of the proceedings. 
 
The incumbent is an officer of the Nunavut Court of Justice and acts as aid to the judiciary 
and is required to perform legal administrative and clerical functions prior to, during, and 
following court proceedings including the administering of oaths, the accurate marking of 
exhibits and the keeping of accurate minutes.  The incumbent is required to issue documents 
and Orders resulting from Court proceedings.  Those documents and Orders must accurately 
reflect the decisions of the presiding judge to protect the rights of accused persons and 
litigants before the Court. 
 
The incumbent prepares and has control of court files and documents and coordinates 
courtroom activities with the Sheriff, Jury Guard(s), members of the RCMP, Crown and 
Defence counsel and private contractors to ensure that court proceedings take place in an 
appropriate environment and are conducted in an organized fashion to facilitate the most 
efficient use of judicial resources. 
 
JO Team Leads in the Criminal Section travel with the circuit court to 24 remote 
communities throughout Nunavut.  

 
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. 

1. Assists the Supervisor, Criminal Registry by acting as Team Lead to at least seven (7) 
junior Juridical officers and various casual staff within the Section. 
- Provides front-line instruction and guidance on a day-to-day basis by answering their 
questions and assisting them with the issuing, entering and recording of documents, and 
checking all documents for error. 
 
2.  Trains and coaches less-experienced Juridical Officers or Juridical Officer trainees in 
relation to pre-court, courtroom, post-court and filing functions and duties.   
- Prepares, for the approval of the Supervisor, Criminal Registry and with input from other 
court participants, individualized training programs for Juridical Officer trainees, setting out 
reasonable schedules for training Juridical Officers in pre-court, in-court, and post-court 
practices and procedures, and file management. 
- Conducts approved training programs, discusses the progress of the Juridical Officers and 
prepares ongoing progress reports for the Supervisor, Criminal Registry 
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3. Attends court sittings as required. 
-Ensures the court room is adequately set up for court (e.g. testing and operation of digital 
recording, video conferencing systems and other IT resources, or etc.) for all types’ court 
hearing in a variety of locations, facilities and settings which include circuit court.  
- Examines legal documents submitted to court for adherence to law or court procedures. 
- Receives, reviews, prepares and files required legal documents and records for court 
sessions including court informations, processes and memoranda and facta. 
- Records the proceedings verbatim through the use of simultaneous digital recording, and 
will provide playback to the court as required. 
- Explains procedures or forms to parties in case. 
- Provides aid to the judiciary during Court sittings and coordinates courtroom activities 
with the Sheriff, Jury Guard(s), members of the RCMP, Crown and Defence counsels and 
private contractors to ensure that court proceedings are conducted in an organized fashion to 
facilitate the most efficient use of judicial resources. 
- Administers oath to witnesses. 
- Records case disposition, court orders, and arrangement for payment of court fees in both 
court files and the court information system 
 
4. Provides civil registry support services. 
- Receives, reviews, and files civil documents while on court circuit in accordance with the 
Rules of Court and civil registry practices and procedures. 
 
5. Inputs case information into the online Case Information System and assist’s the 
Supervisor, Criminal Registry in verifying the accuracy of information entered into the 
system following court sittings. 
 
6. Works collaboratively with the Manager, Court Information and Contract Services to 
assist in the maintenance of records and the verification of dockets and concluded dockets.  
Assists as required to help the Manager, Court Information and Contract Services identify 
errors and areas of concern in the training for less experienced juridical officers. 
 
6. Responds to enquiries in person or over the phone regarding case status, fines, processes, 
and court appearances.  Assists the public and legal professionals in providing information 
and direction to ensure court documents are completed correctly pursuant to Rules of Court, 
procedures and NCJ practice directives 
 
7. Responsible for providing ongoing, effective, and accurate communication with judges, 
lawyers, government officials, and members of the public. 
 
8.  The incumbent will provide assistance or shall assume the duties of the Trial Coordinator 
in their absence as required.   
 
9. Acts as Supervisor, Criminal Registry, when required.  
 
10. As a senior member of the court registry staff, the incumbent shall work collaboratively 
with the second Team Lead and the Supervisor Criminal Registry to ensure adequate 
oversight of both the criminal registry and circuit court for both operational and training 
needs.     
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11. Other duties as required. 
 

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. 

The incumbent must have a minimum Grade 12 education or equivalent knowledge and 
experience and have good interpersonal communication skills.  The incumbent must have at 
least two years of Court registry experience as a juridical officer or in an equivalent position 
in another jurisdiction. 
 
The incumbent must have a sound working knowledge of the procedural requirements of 
pertinent Nunavut statutes, the Rules of Court and the Criminal Code of Canada and be 
knowledgeable about their use to answer inquiries from the legal professionals and the 
public-at-large to solve day to day practice and procedural problems in a timely manner.   
 
The incumbent must have a sound knowledge of the rules of courtroom procedure in 
criminal proceedings, and a basic knowledge of the rules of courtroom procedure in civil 
proceedings, and must be able to utilize electronic equipment quietly for lengthy periods of 
time, as long as 5-7 hours per day.  The incumbent has exceptional concentration and is able 
to listen to the court proceedings and record them accurately.  The incumbent is able to 
concentrate on quiet speakers as well as those whose first language is not English. 
 
The ability to communicate in more than one of Nunavut’s official languages is an asset 
 
The incumbent must have good oral communication and interpersonal skills and be able to 
prepare written, well-documented progress reports on request. 
 
The incumbent must have the ability to solve problems and provide training and coaching to 
junior Juridical Officers in relation to Courtroom practices and procedures.   
 
The incumbent is expected to conduct him/herself in a manner consistent with the role of an 
Officer of the Nunavut Court of Justice at all times. 
 
List of pertinent legislation for reference by the incumbent: 
 
Federal: 
Criminal Code, Youth Criminal Justice Act, Nunavut Act, Divorce Act, Correctional and        
Conditional Release Act, Controlled Drugs and Substances Act. 

 
Territorial:  
Rules of the Nunavut Court of Justice including the Divorce Rules, the Rules of Criminal 
Procedure and the Probate Rules, Vital Statistics Act, Trustee Act, Summary Convictions 
Procedures Act, Seizures Act, Residential Tenancies Act, Mechanics Lien Act, Legal 
Profession Act, Land Titles Act,  Jury Act, Justices of the Peace Act, Interpretation Act, 
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Guardianship Act, Exemptions Act, Fair Practices Act, Corrections Act, Creditors Relief 
Act, Commercial Tenancies Act, Family Protection Act, Change of Name Act. 
 
The ability to speak Inuktitut or Inuinnaqtun would be an asset in order to properly record 
the occurrences in the courtroom including unilingual witnesses. 

 
 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. 

Responsibilities include, but are not limited to:  utilization of VDT that may cause eye 
strain, working after regular hours to accomplish objectives and extensive travel to provide 
services in outlying communities.  The incumbent carries and maintains his/her digital 
recording equipment in working condition at all times.  The carrying of heavy court room 
equipment and luggage is involved as the Clerk transports court files and equipment for 
traveling court circuits. 

 
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 will be required to work in a moderately-sized, open office environment 
where there will be frequent contact with clients.   
 
The incumbent will be required to travel to small, remote communities on small aircraft and 
work in facilities in communities that may not be in good condition. The working 
environmental conditions on circuit may experience variations of temperatures that require 
layered clothing for both cold and hot temperatures.  
 
Acoustics in various facilities in the communities may not be completely adequate and may 
cause strain to the incumbent’s aural senses. 
 

 
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. 

The setting and responsibility for accuracy necessitates that the Juridical Officer Team Lead 
possess excellent concentration, hearing and comprehension skills as what is spoken by 
witnesses despite speech and language problems of the witnesses and distractions in the 
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courtroom can put serious sensory demands on the incumbent.  Acoustics in the various 
facilities in the communities may not be completely adequate and may cause strain to the 
incumbent’s aural senses. 

 
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. 

All functions require a high degree of accuracy.  The actions of the incumbent are subject to 
the scrutiny of the Court Management, Judges, lawyers, debtors, creditors, and departmental 
officials.  The incumbent must be capable of adapting to changing legal, administrative, and 
judicial directions as the need arises. 
 
The graphic and emotional content of many court proceedings may cause emotional anxiety 
and stress.  
 
Many job functions will be time-sensitive that must be dealt with while handling competing 
demands, creating stress on the incumbent.  Extensive travel demands may inflict stress on 
domestic relationships and arrangements.   

ADDITIONAL REQUIREMENTS 
 
Position Security  
 No criminal records check required 
X   Position of Trust – criminal records check required 
 Highly sensitive position – requires verification of identity and a criminal records check 
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7.  CERTIFICATION 
 

 
 
__________________________________________ 
Employee Signature 
 
 
 
Printed Name 
 
 
 

 
Supervisor, Criminal Registry  (05-NEW) 
 
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. 
 
“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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