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1. IDENTIFICATION 

Position No. Job Title Supervisor’s Position 

09-12658 Early Childhood Resources Coordinator Manager, Early Childhood Resources 

 

Department Division/Region Community Location 

Education Early Learning and Child Care  Iqaluit  Headquarters 

 

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

Reporting to the Manager, Early Childhood Resources, the Early Childhood Resources Coordinator 

(Coordinator) develops early childhood resources, programs, and material for utilization across Nunavut. 

In so doing, the Coordinator ensures Nunavut’s children are positioned for success as they transition to 

the Territory’s K-12 education system and ensures that Inuit cultural components are reflected in 

programs as a means of supporting language revitalization, enhancement, and promotion. 

 

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 Coordinator is charged with the responsibility of developing culturally appropriate resources, 

materials, etc. to support early childhood development in Nunavut under the guidance and direction of 

the Manager, Early Childhood Resources. It is the incumbent’s responsibility to incorporate the input 

received from the Early Childhood Development unit, other departmental staff, the community, DEAs, 

etc. into the design / redesign of resources, services, programs in order to better meet the needs of 

children, parents, Elders, and child care facility operators and the interests of the Public, District 

Education Authorities, the Government of Nunavut, etc. 

 

The incumbent supports staff, child care facility operators, and others as appropriate to ensure 

successful implementation of resources, materials, programs, etc. Further to that, the Coordinator 

monitors, gathers data, and ultimately evaluates the impact of resources, materials, programs as a way of 

assisting the Division to bridge gaps, meet needs, and contribute to building academic excellence in 

children. 

 

The incumbent carries-out this work under the legal requirements of the Inuit Language Protection Act 

and the Child Day Care Act in Nunavut. His/her work is also consistent with Departmental philosophies, 

values, beliefs, and the foundations of Nunavut schooling. 

 

The Early Childhood Resources Coordinator 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. Further to that, he / she 

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

(IQ) principles. 

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. 

 Keeping current with research and educational/early childhood theory, and sharing / promoting that 

information with other staff; 
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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. 

 Undertaking reviews of existing Early Learning and Childcare  programs to identify needs for 

programs that improve early childhood development; 

 Engaging with the Early Childhood Development unit and other stakeholders to understand areas of 

needs as it relates to early childhood development resources; 

 Undertaking research to identify competencies for early childhood development programs and 

ensuring all research is current and reflects best practices in ELCC to ensure comparability with 

standards in other Canadian jurisdictions; 

 Designing and developing resources, materials, programs, etc. following the established resource 

development pathway (i.e., process / procedures) in place in the Early Childhood Resources unit 

inclusive of: 

o Ensuring resources, materials, programs align to legislation (e.g., Child Day Care Act), 

policies, directives, IQ principles, etc.; 

o Developing communication materials to support appropriate piloting of resources, materials, 

programs, etc.; 

o Collecting performance data during the piloting phase and identifying opportunities to 

enhance the utility of resources, materials, programs, etc.; 

o Finalizing resources, materials, programs, etc. and developing the necessary training (in-

service) support to ensure successful implementation; 

o Working with partners, clients, stakeholders, and divisional colleagues to facilitate 

implementation of resources, materials, programs, etc. 

 

 Informing the Manager, Early Childhood Resources of issues that require their attention; 

 Responding to requests for information from the Manager, Early Childhood Resources as and when 

required; 

 Identifying opportunities, both within and external to the Early Childhood Resources unit, to enhance 

service delivery and improve overall efficiency and effectiveness; 

 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 knowledge, skills, and abilities required undertake the responsibilities of this position may come 

from having a Degree in Arts, Education, Social Sciences (with a focus on Early Childhood Education 

an asset), or similar related field coupled with 3 years of experience in early childhood education, 

experience in program / resource development and implementation, and experience in / involvement 

with project work.  

 

The Early Childhood Resources Coordinator works in a cross-cultural environment and should 

demonstrate competency in the following knowledge, skills, and abilities areas: 

 

 Knowledge of early childhood development and education gained through training and experience in 

the field; 

 Knowledge and awareness of Inuit Qaujimajatuqangit and how to apply IQ to early childhood 

projects (e.g., in the development of resources); 
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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. 

 Knowledge of departmental philosophy, educational principles, beliefs, and pedagogy; 

 Knowledge and understanding of community and culture based education and community 

development approaches; 

 Knowledge of educational theory and research in early childhood development; 

 Knowledge of the program development process; 

 Skilled in the development, modification, and implementation of resources, programs, materials 

(specifically those relating to early childhood development programs); 

 Excellent communication skills (both written and verbal). The ability to work in Inuktitut is an asset; 

 Capable of effectively utilizing the Department’s computerized systems and software;  

 Skilled in developing and working with teams and participating in shared leadership situations; 

 Skilled at effectively working with parents, Elders, DEA members, stakeholders and community; 

 Skilled in organization and time management; 

 Skilled at workshop design and facilitation;  

 Skilled project manager capable of managing a program or project budget;  

 Ability to be innovative and effectively / efficiently resolve problems; 

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

judgement; 

 Ability to work under tight timelines and meet deadlines; 

 This is a highly sensitive position. 

 

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 has a very heavy workload and; as such, may be required to work long and busy hours. 

 

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 but does travel to small communities from time-to-

time. 
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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. 

Much of the incumbent’s work is done on a computer using charts, spreadsheets, and word processing 

software. The print is often small, which may result in eye strain. The job also requires the incumbent to 

move about the office regularly and speak on the phone for long periods of time. 

 

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 incumbent works with diverse interest groups and is expected to manage several projects at one 

time. This can contribute to stress and mental strain. 

 

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. 

 

“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”. 


