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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

05-12947 Correctional Supervisor of Operations Assistant Deputy Warden-Operations 

 

Department Division/Region Community Location 

Justice Corrections/Kivalliq  Rankin Inlet  Rankin Inlet Healing Facility  

 

Fin. Code: 05870-01-3-320-0567000-01-???? 

 

2. PURPOSE  

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

Reporting to the Assistant Deputy Warden Operations the Corrections Supervisor supervises up 

to 48 inmates within established guidelines in order to provide safe and secure custody, while at 

the same time encouraging rehabilitation and reintegration. Also responsible for the direct 

supervision of 6-9 correctional caseworkers that may be working on any given shift. 

 

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 guiding principles of the Inuit Societal Values will be incorporated into the facility’s 

practices and will serve as a key connection between our operations and the community we 

serve.   The Corrections Supervisor is a key position in setting professional and healthy work 

standards and ensuring that service delivery is timely, appropriate and reflects positively on the 

community, facility, Division and Department of Justice. 

 

The position is based out of the Rankin Inlet Healing Facility in Rankin Inlet and provides 

leadership, direction and supervises and coaches 6 to 9 Caseworkers on shift at any given time. 

 

Responsible for the revision and authorization of all operational related paperwork generated 

during each shift worked. 

 

Responsible for all operational related aspects of the facility in the absence of the Assistant 

Deputy Warden of Operations. The Corrections Supervisor conducts ongoing patrols of the 

facility, providing guidance and leadership to staff and assisting with resolving issues that 

cannot be managed by staff.  

 

Processes new admissions to the facility that arrives outside of normal administrative working 

hours.  
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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. Provides safe and secure custody of inmates within established guidelines to ensure the 

safety of society, inmates and staff. 

 

- Monitor and enforce compliance with operational and safety standards. 

- Follow and maintain facility operational procedures. 

- Observe and assess inmate behaviour, and intervene when appropriate. 

- Apply informal disciplinary action and assist in formal disciplinary action. 

- Monitor, record and report inmate movement within and outside the facility. 

- Control data for safety and operational reports delivered by correctional floor staff on their 

accuracy, interpret the data and take appropriate action when necessary. 

- Administer contraband control (searches and frisks).  

 

2. Assists with developed facility programming for inmates to provide suitable opportunities for 

rehabilitation and reintegration within society. 

- Lead and participate in a wide variety of activities that provide opportunities for inmates 

to change negative aspects of their behaviour. (i.e. discussions on sexuality, drug and 

alcohol counselling, sporting activities, NUHALT delivery and possible land outings, etc.)  

 

3. Assist with Corrections Caseworkers in the case management process within established 

guidelines, in order to prepare inmates for eventual reintegration within society. 

- Provide input on individual case plans, and monitor the progress of inmates in all facets of 

programming taking place at the institution. 

- Review and write progress reports on inmate’s involvement in centre programming. 

- Provide both guidance and support to inmates housed in all areas of the facility, 

- Ensures that the all new Offender Needs Assessments (ONA) are completed on new 

admissions, 

- Ensures that Case Plans and monthly progress reports are completed as well as community 

consultations take place for the case plans. 

- Ensures that offender release plans are completed and documented and assists were 

needed. 

 

4. To assist in processing new admissions to the Facility outside of normal administrative 

working hours. 

- Ensures all documents are appropriate for admission of the offender. 

- Ensures ORAMS assessment (Offender Risk Assessment Management System) are 

completed on all admissions. 

- Completion of all other necessary documentation pertaining to new intakes. 

- Ensures all paper work is scanned and forwarded to the proper authorities. 

- Ensures all information is entered in to COMS and appropriate paper work is scanned and 

forwarded to the Corrections Sentence Administrator and Classification. 

 

5. Assists in HR management within established guidelines to ensure an effective, efficient and 
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motivated staff team as well as a safe, secure working environment. 

- Supports (participates and recommends) the staffing process. 

- Participates in the progressive discipline process and recommends disciplinary action. 

- Direct Supervision of Corrections Caseworkers.  

- Completion of performance appraisals for Corrections Caseworkers. 

- Recommends training and education, and delivers training where appropriate. 

- Sets work placements and priorities on a shift to shift basis. 

 

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. 

Minimum Requirements (Mandatory) 

- High school graduation (Grade 12) 

- 3 years’ correctional experience  

- 1 year supervisory experience 

- An equivalent combination of education and experience that includes the leading and 

developing of staff; 

- Class 5 Drivers license  

- Current First Aid + CPR Certification  

- Clear criminal record and vulnerable sector clearance is mandatory 

 

Skills and Abilities (Rated Requirements 

 

- Good theoretical understanding of human behaviour and adult offender issues. 

- Ability to assess and evaluate human behaviour. 

- Strong understanding of corrections policies and procedures. 

- Excellent knowledge of various corrections techniques. 

- Ability to interpret and understand various Court documents. 

- Strong verbal and written communication skills. 

 

Contextual Knowledge Requirements: 

 

- Knowledge of ORAMS (Offender Risk Assessment Management System). 

- Strong ability to lead staff. 

- Good problem solving skills. 

- A good understanding of Inuit Societal Values and Inuit cultural sensitivity is preferred. 

- Communication Skills that decrease aggressive behaviour   

 

Asset Criteria: 

- A Bilingual bonus may be available for qualified applicants that speak and read in 

Inuktitut and/Inuinnaqtun; 

- A capacity to communicate in Inuktitut and/or Inuinnaqtun would be an asset as the 

incumbent will work directly with inmates. 

- Class 4 Drivers License or ability to obtain it within the Probationary period 

- Mental Health First Aid 
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- Knowledge of WHMIS (Workplace Hazardous Materials Information System) 

 

Personal Suitability 
 

- Effective Interpersonal Skills 

- Good Listening Skills 

- Good Observation Skills 

- Personable  

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. 

- Potential threat for physical confrontation is ever present. 

- Long periods of time spent walking or standing during the course of each day. 

- Routine area searches require mild physical exertion such as crawling, climbing, etc.  

 

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. 

Potential for exposure to various forms of communicable disease at all times. 

 

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. 

- Required to stay alert (looking, hearing, listening, smelling, etc.) at all times. 

- Ability to make accurate judgment calls based on sensory perceptions. 

 

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. 

- Dealing with irate individuals in sensitive situations under stressful conditions. 

- Long and short term effects of continuous physical and verbal confrontation. 

- Coping with the effects of working in a secure facility environment. 

- Handling the pressure involved in having to meet tight deadlines. 

- Required to work according to a revolving shift schedule. 

ADDITIONAL REQUIREMENTS 

 

Position Security  

 No criminal records check required 

  Position of Trust – criminal records check required 

X Highly sensitive position – requires verification of identity and a criminal records check 
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7.  CERTIFICATION 
 

 

 

____________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

Assistant Deputy Warden –  Operations (05-03760) 

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”. 


