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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

05-12920 Assistant Deputy Warden Operations   Deputy Warden of 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 Deputy Warden of Operations, the Assistant Deputy Warden Operations is responsible 

for monitoring and reviewing the day to day operation of the facility having an operational capacity of up 

to 48 adult offenders as well as scheduling and ensuring appropriate staff coverage.  This position is also 

responsible for facilitation, staff training, mentoring and developing Supervisors in their role as a team 

leader to the Correctional Case Workers. 

 

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 Assistant Deputy Warden Operations is a key position in supporting professional 

and healthy work environment.  It is there to ensure daily compliance of rules and regulation are 

fulfilled and that service delivery is maintained to positively reflect on the community, facility, 

Division and Department of Justice. 

 

The ability to provide leadership and direction as part of the management team and actively 

influence, persuade, negotiate and resolve conflict with individuals and groups at various levels 

within and outside of the correctional centre is essential. Candidates must demonstrate a strong 

work ethic, initiative and flexibility to ensure that facility and divisional objectives are achieved.  

 

The Assistant Deputy Warden of Operations is a member of the facilities leadership team and is 

responsible for ensuring adequate supervision, staffing, mentoring, training and staff 

development to maintain safety, security, and programming within the Rankin Inlet Healing 

Facility. 
 

The Assistant Deputy Warden of Operations conducts ongoing patrols of the facility, providing 

guidance and leadership to Supervisors and mentoring Supervisors to ensure good problem 

solving practises are used daily. The Assistant Deputy Warden of Operations participates in the 

facilities strategy for the staff resource management, including recruitment, training, 

development, succession planning, performance review, health and wellness initiatives, shift 

schedules and attendance management. 
 



GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 

 

 

Assistant Deputy Warden of Operations Page 2 April 7, 2017 

The Assistant Deputy Warden of Operations ensures the Supervisor completes all necessary 

daily tasks that pertain to offender case management to reduce reoffending and prepare offenders 

for community reintegration. 
 

The Assistant Deputy Warden of Operations as part of a management team enforces security 

policies and procedures that protect the public, staff and offenders and guide staff actions in the 

conduct of their regular duties and in the event of assaults, escapes and disturbances, and will 

ensure that staff and offender safety is not compromised. 
 

Acts as the Deputy Warden of Operations in their absence on a shared basis, and, accepts shared 

on call responsibilities in rotation with other members of the Management team as directed by 

the warden. 

 

This position is subject to a 12-hour day schedule 4 on 4 off shift to a maximum of 2184 hours 

annually and is excluded from the Collective Agreement 

 

 

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. 

The Assistant Deputy Warden of Operations participates in the overall management of the 

facility as a leader, providing, mentorship, support, and corrective action to staff and 

offenders by:  

- Participating in the corporate administration of the facility as a member of the 

management team, conducting meetings to inform staff of relevant events; leading, 

developing and delivering training programs, and scheduling the facility’s staff 

compliment ensuring that division and local policies are enforced. 

- Meeting daily with the management team and remaining current on division, facility 

and community issues, leveraging staff and facility resources to conduct business in a 

manner that is fiscally responsible and reflects positively on the facility and division. 
 

The Assistant Deputy Warden of Operations provides direction to the day to day facility 

operations, and reviews ongoing processes by: 

- Reviewing and monitoring all routine daily and emergency reports for clarity, content 

and to ensure the facility operations are occurring as planned. The Assistant Deputy 

Warden Operations uses these reports to pinpoint training and development needs as 

well as operational adjustments that may be required. The Assistant Deputy Warden 

Operations provides feedback to staff based on performance and uses sound coaching 

techniques to bring out the best in each staff member deployed in the Supervisory 

role. 

- Reviewing the daily routine ensuring that facility logs, security counts, safety checks, 

are completed in accordance to the standing orders as well as other administrative 

policies or Acts that must be adhered to.  

- Documenting and responding to issues appropriately and in a timely manner. 

- Reviewing all security protocols and to ensure staff and inmate compliance is being 

met.    
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- Reviewing administrative segregation and disciplinary placement decisions for non-

compliant or special needs offenders. 

- Chairs the Disciplinary Committee for offender charges. 

- Bringing more challenging issues to the attention of the Deputy Warden of Security. 

- Counseling facility staff on performance, career opportunities and personal issues 

affecting job performance; making referrals to medical, psychological and addiction 

services; mediates disputes between staff; advising and counseling staff on human 

resource issues and guides the resolution of conflicts; promoting a working climate of 

staff ownership and participation. 

 

The Assistant Deputy Warden Operations plays a significant role in staff management 

practices, hiring, training, performance, safety and attendance by: 

- Ensuring there is a supportive system in place that maintains an environment of 

mandatory security/safety checks, and appropriate staffing requirements that meet 

this objective at minimum costs; 

- Monitoring staff attendance and maintaining employee leave file; 

- Is a member of the management team that with the Deputy Warden of Operations in 

staff recruitment, training, and the development and performance appraisal systems to 

provide the facility with appropriately qualified staff;  

- Assisting with the staff development and training, including the implementation and 

maintenance of on-site performance-based training initiatives;  

- With input from  the Correctional Supervisors this position will develop annual staff 

training needs analyses and identifying required resources;  

- Conducting orientations; developing training programs; coordinating and delivering 

training; 

- Teaching Correctional Supervisors facilitation methods that support new Officers and 

strengthen the team they are Supervising;  

- Conducting performance planning, staff evaluation and promotional panels; 

- Investigating disciplinary issues; providing functional support to all facility 

supervisory staff on personnel issues. 

- Guiding and leading the Supervisor to ensure new Relief Corrections Caseworker 

receive the basic training in order to be competent and responsible when they are 

called into work. 

- Training and mentoring new or acting Corrections Supervisors. 

- Initiates and participates in progressive discipline of the Correctional Staff. 

- Completes performance appraisals and staff objectives to support promotional 

competencies. 

- Completes operational audits at the request of the Deputy Warden of Operations and 

recommends updates to staff policies or standing orders where necessary to maintain 

compliance.  This includes updating job descriptions, reviewing and updating 

attendance management reports, ensuring performance improvement plans are being 

managed and properly measured as part of the performance management functions. 

- Promoting a positive labour relations climate in the facility within the Collective 

Agreement and relevant personnel policies; 

- Training staff on rules, routines and compliance of Policies; conducting work 

planning and performance reviews of Correctional Supervisors and assisting them to 

do the same for their team;  

- Approving overtime and special leave; conducting investigations regarding staff 
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behaviour and/or misconduct;  

- Supporting the Supervisor in their role to mediate staff or inmate concerns at the 

lowest possible level and making recommendations to the Deputy Warden of 

Operations for situations that are of more serious nature and may require input from 

other departments such as Employee Relations. 

- Planning and managing staff, training schedules; 

- Ensuring there is a Supportive system in place for the Correctional Supervisors  to 

learn and progress into managerial roles; 
 

The Assistant Deputy Warden of Operations monitors the Admission, Discharge, Case 

Management of the Corrections Supervisors and Corrections Caseworkers by: 

- Ensuring the Correctional Supervisor is reviewing the Corrections Caseworkers 

conduct with their case management practices and weekly performance reviews of 

offenders; 

- Monitoring the submission of Inmate Needs Assessments and Progress reports and 

ensure there is appropriate interaction between the inmates and their Case Worker. 

- Supporting the Supervisor in monitoring and ensuring the offender request forms are 

completed in a timely manor, and ensures that reviews are done within the time lines 

of laid out in the Corrections Act or Regulations, while ensuring all legal 

documentation is completed and clearly communicated to all necessary parties; 

- The Assistant Deputy Warden of Operations also ensures that offender property is 

stored documented and returned in good order and that any losses are documented 

and reported to the Deputy Warden of Operations. 

- Providing training to Correctional Supervisors to ensure they understand all legal 

requirements needed on holding documents are met, all appropriate information is 

placed on COMS accurately and all other admission or discharge practices have been 

completed; 

 

5. KNOWLEDGE, SKILLS AND ABILITIES 
 

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

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; 

- 2 years’ 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 

- Must have the ability and experience in scheduling people on a rotational 24x7 basis; 

- Experience in working with employee contracts or collective agreements; 

- Demonstrated strong supervisory skills: ability to set goals, resolve problems, delegate 

responsibility, motivate, and supervise and performance manage staff.  

- Ability to develop and implement security officer routines and inmate procedures.  
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- Ability to communicate clearly both verbally and in written form. 

- Needs Assessment / ORAMS or equivalent from other jurisdictions preferred. 

- Proven experience in assessing security needs – both dynamic and static 

- Good computer skills including written reports, email, filing 

- Ability to facilitate formal training through the use of Lesson Plans is an asset; 

-  Must have knowledge in the following computer software programs Microsoft word, excel, 

Power Point and email; 
 

Contextual Knowledge Requirements: 

- Experience interpreting and enforcing Acts, Directives, Standing Orders & policy. 

- Knowledge of instructional training is necessary to train Supervisors and Correctional Case 

Workers in proper correctional practises as a means to enhance promotional opportunities 

from within the correctional team. 

- Demonstrated strong supervisory skills: ability to set goals, resolve problems, delegate 

responsibility, motivate, and supervise and performance manage staff.  

- Proven ability to assess and evaluate inmate behaviour. 

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

- Knowledge of Corrections Offender Management System (COMS) or similar system. 

- Understanding of and experience working with offender assessment tools such as Risk  

- Strong written and verbal communication skills 

- A clear understanding of the techniques surrounding restorative justice practices; 
 

 

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. 

 

Personal Suitability 
 

- Effective Interpersonal Skills 

- Good Listening Skills 

- Good Observation Skills 

- Personable  

- Motivational/Inspirational Team Leader 

 
 

 

 

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 
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leading to physical fatigue or physical stress. 

- Long periods of time spent daily at a computer can lead to potential eye strain. 

- Considerable length of time during each day typing, writing, etc. can cause a strain on the 

wrists and hands (carpal tunnel syndrome). 

- Must be able to walk, run, stand, kneel down or bend over to attend to staff or inmate needs 

should they be injured or physical control is required. 

- Potential risk to self during physical contact, spitting, biting, 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. 

- Long periods of time spent working under fluorescent lighting conditions can result in a 

physiological strain being placed on the incumbent. 

- The incumbent works in a facility where there is exposure to communicable diseases. 

 

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. 

- Required to stay alert and have the ability to use the following senses: sight sound, touch, and  

smell at all times. 

- Ability to make accurate judgement 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 stress related to the level of responsibility involved. 

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

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

- The incumbent will be required to interact with inmates who are agitated and are the subject 

of a variety of court-imposed conditions resulting in potentially hostile and unpredictable 

behaviour that poses a significant safety risk.  Incumbent may be subject to phone calls and 

unplanned community contacts from hostile inmates or family members during off duty 

hours. 

- When advised, is expected to respond to situations in the facility that requires immediate 

attention during the night and on weekends year round, subject to their availability. 

- Required to make immediate sound decision in responding to emergencies. 

 
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 

 

 

 

 

 

Deputy Warden of Operations 

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”. 
 


