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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

14-05110 
 

Sport and Recreation 
Development Officer 

Manager Sport & Recreation Programs 

 

Department Division/Region Community Location 

Community 
Government 
Services 

Sport and Recreation/Iqaluit Iqaluit Nunavut 

 

Fin. Code: 14315-01-1-235-1401150-01 

 
 
2. PURPOSE  
 

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

The Sport & Recreation Development Officer contributes to the development of capacity and within 
Nunavut’s- Sport and Recreation system.  Reporting to the Manager of Sport and Recreation Programs, 
the Officer provides technical advice and program support to sport and recreation stakeholders including 
other GN departments, communities, organizations and individuals in the planning and implementation of 
sport and recreation programs and services. This position supports the on-going development of sport, 
physical activity and recreation programs for Nunavummiut; this is accomplished by developing and 
maintaining partnerships among sport and recreation stakeholders.  

 
 
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 Sport & Recreation Development Officer works with organizations, communities and individuals to 
develop to build a sustainable sport and recreation system in Nunavut. This position supports clients and 
partners in the planning, implementation and evaluation of sport and recreation programs and services. 
The incumbent provides expert advice to the Division’s management team, and stakeholder groups 
regarding the development and implementation of sport and recreation policy and programs, and initiatives 
in Nunavut.  
  
The position is also responsible for monitoring and evaluating programs and initiatives supported through 
the Departments-Sport & Recreation Grants and Contributions Program. This position supports 
organizations and communities in accessing support from the department and ensures financial 
accountability and program reporting requirements are met. The position actively participates in the 
planning and implementation of the Department’s programs and services (e.g. Team Nunavut-Major 
Games Program),  
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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  
 
Supporting the overall mandate of the department by: 
 

 Assisting in the development of policies and procedures which guide decision making related to 
program priorities and funding allocations. 

 Development of monitoring and evaluation tools to support assessment of programs/services 
supported by the Department. 

 Developing programs and resources to support on-going collaboration between the department 
and its clients.   

 Participating in departmental and inter departmental committees to foster partnerships which assist 
in supporting the goals and priorities of the department. 

 Facilitating meetings, workshops, and consultations to support the on-going development of 
capacity within Nunavut’s Sport and Recreation sector.  
 

Supporting Organizations and Community  Groups by: 
 

 Assisting with the development of policies and procedures to enhance service to their membership 

 Providing guidance and assistance related to administration of financial support provided through 
the Department’s Grant’s and Contribution Program.    

 Providing expert advice and support related to the development of resources and initiatives which 
will contribute to the development of capacity within Nunavut’s Sport and Recreation sector.  

 Developing and implementing strategies to enhance organizational capacity within and among 
stakeholder groups. 

 Facilitating workshops and planning sessions to enhance organizational capacity, governance, 
accountability and successful program delivery.  

 Developing and implementing strategies to monitor and evaluate the planning and implementation 
of sport and recreation programs and initiatives. 

 Working collaboratively with colleagues and stakeholders to identify best practices related to 
program planning, delivery, reporting and accountability. 

 Assisting stakeholders with the development and implementation of long term program plans 
aligned with the principles of sport development in Nunavut. 
 

Contribute to the planning and implementation of the programs and services as required, 
including: 
 

 Developing policies and procedures which contribute to improvement and delivery programs and 
services offered by the department. 

 Managing project budgets, and procurement processes  

 Developing and coordinating program participation requirements, and maintaining participant 
registration databases, 

 Developing tools and resources which will improve planning and management and evaluation of 
the Department’s programs (eg. Team Nunavut-Major Games Program.    
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 Contributing to the evaluation processes which will support on-going improvements to the 
Department’s programs and services. 

 Facilitating delivery of programs and service of the Department. 
 
Perform all duties with due diligence, accountability and transparency. 

 

 
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 behaviors 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 
An understanding of; 

 The volunteer sector- including engagement, communications and support strategies 

 Program development, implementation and evaluation within the volunteer or government sector.  

 Accepted sport development policy and principles (e.g. Canadian Sport Policy, and Canadian 
Sport for Life/Long Term Athlete Development) 

 Basic accounting and bookkeeping 

 Project planning and management principles and strategies. 

 Program measurement and evaluation.   

 An understanding of the Territory, knowledge of its people and its culture and appreciation of Inuit 
societal values.  
 

Skills and Abilities 

 Ability to build and maintain functional relationships  

 Excellent written comprehension and composition skills 

 Advanced critical thinking and time management skills 

 Demonstrated ability to plan, implement, and report on programs and initiatives.   

 Demonstrated experience successfully managing small and large scale projects. 

 Experience developing resources, reports, plans and recommendations. 

 Experience managing difficult conversations, and addressing conflict. 

 Strong leadership qualities and demonstrated ability to work as part of a team to meet program 
goals and objectives. 

 Excellent ability to prioritize tasks in order to meet deadlines. 
 
This knowledge and these skills and abilities would normally be acquired through: 
Completion of a university degree preferably in a related field (e.g. kinesiology, recreation),and two years 
of work assignments, or a college diploma and a minimum of 4 years of combined work and volunteer 
experience in the sport and recreation sector. 
 

 
 

6.  WORKING CONDITIONS  
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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. 

Several hours each day spent at a computer workstation.  Occasional physical effort required in lifting and 
carrying heavy items.  The requirement for working flexible hours may cause some periods of fatigue. 
Projects will sometimes require work outside of the office at indoor or outdoor venues. 

 

 
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 Sport and Recreation Officer works in an office environment, but travels periodically. Travel plans can 
often be disruptive due to inclement weather and extended periods of time where the workload will 
increase, necessitating changes in both work and personal schedules.  

 

 
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. 

This position will need the judgment to prioritize work efforts for themselves and others especially during 
busy and stressful times while keeping a professional approach.  Successful interactions with 
stakeholders,  and colleagues are essential for this position.      

 

 
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. 

This position requires concentrated mental effort and attention to detail.  Concentrated effort must be 
maintained during frequent interruptions and periodic extended hours.  
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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”. 


