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1. IDENTIFICATION 

Position No. Job Title Supervisor’s Position 

09-NEW Strategic Resource Planning Advisor Manager, Planning, Reporting, & Evaluation 

 

Department Division/Region Community Location 

Education Policy and Planning Iqaluit Headquarters 

 

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

Reporting to the Manager, Planning, Reporting, & Evaluation (Manager); the Strategic Resource 

Planning Advisor (Advisor) is responsible for monitoring and assessing the Department’s resourcing 

needs in order to strengthen program and service delivery and departmental operations. The Advisor 

plays a critical role in making recommendations on how the Department can cost-effectively resource 

programs and services to maximize outcomes and meet departmental priorities. Ultimately, the Advisor: 

 

 Works to identify resource gaps in departmental programs, services, and operations; 

 Makes recommendations on the allocation of resources to enhance the education system and 

yield the greatest return-on-investments.  

 

In so doing, the incumbent supports the Department to effectively deliver on its obligations as articulated 

in the Education Act and Regulations and other applicable legislation, regulations, directives, policies, 

frameworks, commitments, etc. 

 

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 Planning, Reporting, & Evaluation Unit plays a critical role in ensuring that education programs are 

implemented in an appropriate, efficient, and cost-effective manner. The Advisor actively contributes to 

achieving these objectives by analyzing the availability and distribution of the Department’s resource 

(inclusive of: human resources, funding, IT, infrastructure, policies and protocols, educational materials, 

etc.) with a view to maximizing the effectiveness, efficiency, and impact of the Department’s programs, 

services, and operations.  

 

As the Department’s in-house resourcing specialist, the Advisor works with staff across the Department 

to: 

 Build an understanding of baseline resource needs to maintain operations and expected service 

delivery standards;  

 Conduct needs assessments and associated studies to identify current and evolving resourcing 

needs; 

 Identify resourcing options to address operational needs. 

 

The Strategic Resource Planning Advisor supports the Department in the application of its Project 

Management Process Administrative Directive and participates in Committees (as and when required) 

that pertain to the activities of the Division and / or the Department as a whole. Additionally, the 

incumbent ensures that the services and supports they provide reflect / are aligned with Inuit 

Qaujimajatuqangit (IQ) principles. 
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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. 

The Strategic Resource Planning Advisor is responsible and accountable for: 

 

 Functioning as the Department’s knowledge expert on education resource planning: 

o Providing advice and guidance to staff on: defining resource needs, first-tier options to 

addressing resource needs, etc. 

 

 Developing a Strategic Resource Plan (inclusive of Human Resources and operational / capital 

requirements) for the Department that: (a) positions the Department to be responsive to existing and 

evolving priorities, objectives, goals; and (b) to maintain existing levels of service delivery: 

o Conducting research (internal and external to Nunavut) to identify resourcing best 

practices in comparable Departments; 

o Conducting research to identify key trends likely to impact the Department’s 

operations (e.g., changing demographics, evolving political interests, labour market 

changes, etc.); 

o Engaging with staff to identify items impacting / likely to impact their work (e.g., 

trends in educator demographics, student support needs, changes in the communities, 

etc.); 

o Developing, in consultation with the Manager, (given the Department’s goals, 

objectives, priorities, commitments) a Strategic Resource Plan (given trends and 

patterns) outlining the resource baseline (type and amount) that the Department 

should maintain at any given time; 

o Monitoring, on an ongoing basis, the Department’s resourcing levels to ensure 

alignment with the approved Strategic Resource Plan; 

o Ensuring the Strategic Resource Plan is updated to reflect the Department’s 

evolution. 

 

 Contributing to maintaining (in coordination with Regional School Operations offices and other 

divisions such as Corporate Services) an active list of all resources available in the Department: 

o Conducting periodic reviews of resources to ensure they continue to provide benefit 

and are utilized to the greatest degree possible.  

   

 Maintaining an up-to-date and accessible inventory of all key departmental planning documents (e.g., 

Annual Plan, Accountability Framework, strategic plan, annual priority list (“critical path”) items for 

each Division / Unit / Group; Needs Assessments / Gap Analyses, Business Cases, Main Estimates, 

annual assessments conducted by the Planning, Reporting, & Evaluation Unit; Organization / 

Operational Review reports, etc.); 

 Conducting Needs Assessments to identify and respond to departmental resource requirements: 

o Reviewing key departmental documents (e.g., Annual Plan, Accountability 

Framework, etc.), results of annual operational reviews, etc. to identify instances where 

the Department (inclusive of Divisions, Units, groups, etc.) has been unable to achieve 

its goals, commitments, objectives, etc.; 

o Conducting investigations (e.g., engaging with staff; conducting Program Reviews, 

Organizational Reviews, Functional Reviews; etc.) to better understand / define / scope 

the Department’s (inclusive of Divisions, Units, groups, etc.) resource need;  

o Ranking and weighting those needs (in consultation with the Manager) to identify 

priority needs; 

o Exploring solutions to addressing priority needs (e.g., redistributing existing PYs or 
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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. 

hiring more PYs, procuring software / hardware, providing greater levels of training, 

developing more structured guidance in the form of policies and procedures, etc.); 

o Scoping solutions (e.g., determining cost, impact, implementation timeline, actual 

benefit, opportunity costs, etc.); 

o Working with the Manager to identify “preferred” short and longer-term solutions 

given the Department’s priorities and strategic objectives; 

o Building the business case for approved “preferred” solutions and contributing to 

deliver the “preferred” solution to addressing identified priority needs.  

 

 Participating in the Department’s strategic planning activities to: (a) understand the Department’s 

vision, objectives, priorities, proposed activities, etc.; (b) provide expertise on resourcing 

requirements to achieve those future objectives, priorities, etc.; (c) provide feedback on existing 

operational needs given results from Needs Assessments and best practices research carried-out on 

comparable Departments across Canada and elsewhere; 

 Gathering, aggregating, and consolidating information, advice, and/or recommendations to senior 

management to support decision-making on addressing the resourcing needs of educational 

programs, services, and operations; 

 Contributing to the development of the Department’s Business Plan and Main Estimates as required; 

 Coordinating / managing consultants and contractors: 

o Developing and writing Terms of References; 

o Monitoring / overseeing contract work and providing direction and information as needed; 

o Reviewing invoices and providing input to the Manager on whether they should be 

approved. 

 

 Producing annual and ad hoc reports, Briefing Notes, etc. when requested; 

 Ensuring that any projects managed remain within budget and are completed within allotted time; 

 Informing the Manager of issues that require their attention; 

 Responding to requests for information from the Manager and others as and when required; 

 Identifying opportunities, both within and external to the Unit / Division to enhance service delivery 

and improve overall efficiency and effectiveness; 

 Actively participating in committees (e.g., Project Management Boards, etc.) and representing the 

Division at meetings, seminars, workshops and conferences dealing with matters pertaining to the 

effective resourcing for education programming, services, etc.; 

 Performing 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 set of skills, knowledge, experience, and abilities required to successfully respond to the 

requirements of this position would normally be acquired through a Bachelor’s Degree (a Master’s 

degree would be seen as an asset) in Public Administration, Business Administration, or related a field. 

The ideal candidate has 3 years of experience in resource planning (experience in the Nunavut education 

system would be considered an asset).  Fluency in Inuktut would be an asset. Equivalencies will be 

considered.  
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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. 

In addition to this, the ideal candidate has the following knowledge, skills, and abilities: 

 Understanding of system of Education in Nunavut and its strategic challenges; 

 Working knowledge of the Department’s philosophy, educational principles, beliefs, and pedagogy; 

 Knowledge and awareness of Inuit Qaujimajatuqangit;  

 Knowledge of public government decision-making processes; 

 Strong understanding of resource planning techniques and methods; 

 Experience monitoring, assessing, and making recommendations for program, service, and 

operational resource needs; 

 Some experience / awareness of procurement is an asset; 

 Experience building business cases or comparable proposals; 

 Ability to produce informative and usable reports to support organizational change; 

 Proven ability to interrogate data, extrapolate critical trends and identify strategic implications of 

research findings, and present findings in a way that is meaningful and useful to decision-makers and 

other stakeholders; 

 Skilled project manager capable of managing multiple projects at one time whilst meeting deadlines, 

adhering to budgets, and providing timely analysis of project progress; 

 Strong analytical skills with the ability to identify the implications of research findings;  

 Ability to analyze both qualitative and quantitative data using appropriate methods; 

 Effective communication skills (both written and verbal) with the ability to engage effectively with a 

range of stakeholders in a bilingual, bicultural context; 

 Ability to work under tight timelines and meet deadlines; 

 Sensitivity to working in cross-cultural situations 

 Capable of developing and working with teams and participating in shared leadership situations; 

 Experience managing contractors; 

 Detailed-oriented, methodical, organized, creative; 

 Critical thinker with the ability to be innovative and effectively / efficiently resolve problems; 

 Ability to work independently and collaboratively, demonstrating a high degree of personal initiative 

and sound judgement; 

 Commitment to excellent customer / client service, proven understanding of the principles of 

excellent customer / client service, and demonstrated experience applying those principles; 

 Familiar with or capable of becoming familiar with the computer systems and software used by the 

Department. 

 

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. 

The incumbent works (predominantly) in a climate controlled office with little or no apparent 

discomforting conditions. That said; the work performed by the incumbent is critical to informing key 

decisions and planning documents produced by senior management; as such, a significant amount of 

pressure is placed upon the incumbent for the accuracy, validity, and timely collection, assessment, and 

reporting of operational information / data / insight.  
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Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue or physical stress. 

 

Further to this, the incumbent may be required (from time-to-time) to work long and busy hours inclusive 

of completing overtime hours. This may contribute to fatigue and / or physical stress. 

 

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 works in a normal office environment where they are exposed to the normal interruptions 

of an office environment (e.g., background noise, impromptu meetings with team members, etc.).  This 

can be somewhat distracting and pose a challenge to concentration. 

 

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 work undertaken by the incumbent requires a great deal of coordination, strategic thinking, and 

accuracy.  As such, he / she will spend prolonged and intense periods of time focusing and concentrating 

on: collecting and analyzing data, engaging with staff and stakeholders with a diverse set of interests, 

and making recommendations about resource needs and strategic approaches to addressing those needs.  

With this in mind, it is likely that the incumbent will be required to manage several projects at any given 

time whilst still meeting critical deadlines (i.e., annual reporting deadlines). These may all contribute to 

stress. 

 

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. 

The work performed by the incumbent demands a great deal of focus and strategic thinking. The 

outcome of his / her work will have a significant impact on the Department and key decisions made by 

senior management; as such, there is considerable pressure to ensure that work is completed quickly and 

accurately. At any given time, the incumbent will be managing several critical tasks (e.g., monitoring 

program resource usage, drafting reports, etc.) whilst ensuring that the interests of the Department are 

upheld when interacting with stakeholders who may have varying political and strategic interests. The 

collective demands of this position are likely to contribute to mental stress. 

 

 

7.  CERTIFICATION 
 

 

________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   
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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”. 

 


