
GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 
 

Updated 24 December 2013 RAK Page 1 of 6 
  

 
 

1. IDENTIFICATION 
 

Position 
No. 

Job Title Supervisor’s Position 

14-06890 Inventory Control Specialist Assistant Manager Nunavut Field 
Operations 

 
Department Division/Region Community Location 
Community & 
Gov’t Services  

Petroleum Products 
Division 

Headquarters  Rankin Inlet 

 
Freebalance 
Coding: 40000-04-1-320-4000000-01-1000 

 
2. PURPOSE  

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

The position of Inventory Control Specialist, reporting to the Assistant Manager Nunavut Field 
Operations, was established, to monitor the petroleum product inventory and ensure that the 
volumes of fuel in PPD storage tanks is sufficient - given sales and normal product loss due to 
evaporation and spills - to meet the needs of all the communities in Nunavut. 
 
The efforts of the Specialist will ensure that accurate monthly sales figures and an inventory of 
petroleum products on hand are maintained so that an accurate projection for the annual 
resupply can be ascertained. 
 
The specialist will also verify that all petroleum products tested by independent inspectors at 
load port and discharge port during the annual resupply conform to PPD purchase contracts. 
 

 
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 Petroleum Products Division has annual sales of 210 million litres of petroleum products 
including jet fuel, diesel, gasoline, naphtha and to a ever lessening degree avgas. The Division 
operates a revolving fund of $200 million which allows for the purchase and supply of all 
needed products with costs being recovered to offset expenses. 
 
High quality fuel is essential to the maintenance of life in Nunavut.  There are no viable sources 
of alternate energy at this time.  Supplies of fuel are delivered only during the summer shipping 
season and if sufficient volumes are not purchased and stored, it will be necessary to fly in 
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additional fuel at unaffordable costs. The efforts of the Specialist affect every person in 
Nunavut who is dependant on Petroleum Products.  Mistakes can be monumentally expensive 
and are traditionally absorbed by Government.  In cases where significant costs are incurred to 
solve problems caused by human error, the Government must divert money from programs and 
services thereby reducing the quality of life for all residents. 
 

 
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 Inventory Control Specialist is accountable to the Assistant Manager Nunavut Field 
Operations to ensure that procedures are followed and there is an accurate inventory of the 
stock of available petroleum products by: 
 
 Monitoring manual inventory reconciliation reports to ensure they are prepared and 

received on time; 
 Controlling sales detail reports, inventory record reports, meter ticket status reports and 

weekly sales status reports; 
 Auditing field calculations and ensuring calculations are correct; 
 Receiving and verifying documentation for all product adjustments; 
 Analysing variances and filing computerized management reports on this issue; 
 Initiating adjustments with required backups to inventory, assessing the completed 

adjustments to ensure they are correct; 
 Providing accurate consumption data for all fuel products and contributing to the Order 

of Magnitude calculations for annual re-supply of products; 
 Preparing historical reports on product consumption to support research; 
 Assisting in corrective action to deal with variances. 
 Communicating with field staff to ensure they understand the requirements for the 

correct submission of regular reports to identify product and levels of inventory. 
 
The Inventory Control Specialist is accountable to the Assistant Manager Nunavut Field 
Operations to: 
 
 Monitor the incoming inspectors quality and quantity reports; 
 Ensure that the petroleum products received are within PPD’s purchase contract 

specifications; 
 Collaborate with the CGS, Research organizations such as the Alberta Innovates, and 

independent inspection companies to ensure Nunavut’s fuel specifications continue to 
meet the needs of customers in an Arctic environment; 

 Assisting in community product discharge operations as required and to provide support 
to field staff with petroleum product volume and control. 

 Maintaining accurate records of training completed by staff and contractors.  
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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. 
 
- Knowledge of inventory control 
- Ability to analyze inventory account information through verification and reconciliation 
- Knowledge of MS Excel, Word and Outlook email.  
- Reliable and dependable / responsible 
- Ability to work independently without constant supervision.  
- Languages preferred: fluent English with a verbal knowledge of Inuktitut, knowledge of 
Inuinnaqtun is considered an asset. 
 
Qualifications 
 

 This skill and knowledge would normally be acquired through having an accounting 
diploma/certificate and some related experience;  

 Class 5 Driver’s license; 
 Basic math skills 

 
 

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. 
 

Long periods of time spent in front of the computer can cause neck, back, and eyestrain, 
including carpal tunnel syndrome within the wrists. Although a majority of the time for this 
position is spent at a desk, on the phone, and on the computer, there is ample opportunity for 
the incumbent to get up and move around the office while exercising her daily tasks. Travel into 
remote locations in small aircraft may be required.  
 
There is the possibility of periods away from home due to weather and flight availability. 
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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. 
 

At the incumbent’s usual work place is an office and as such there are no significant adverse 
environmental conditions that exist for this position 
 
However while travelling to the regional communities during the year end audit the PPD Clerk 
will be exposed to adverse weather while collecting information, assisting in dips, assisting in 
inspecting PPD assets also Petroleum products can be toxic and during the audit the 
incumbent is in close contact with all types of fuel ranging from naphtha, through gasoline, jet 
fuel and heating oil. 
 
Travel is primarily by air in small aircraft in adverse flying conditions 
 

 
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. 
 

Continuous concentration on computer related activities which may cause eye, wrist, and back 
pain. 
 

 
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’s work can be routine and repetitive. There are mental demands, which require 
the incumbent to ensure that the work is accurate and performed in a timely manner. 
 
Work is done in a time pressured environment and may be stressful at times. 
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7.  CERTIFICATION 
 
 
 
 
 
Supervisor Title 
 
 
 
Supervisor Signature 
 
 
 

 
Assistant Manager, Nunavut Field 
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”. 
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