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1. IDENTIFICATION 
Position No. Job Title Supervisor’s Position 

17-06873 Career Development Officer Regional Director 17-07641 

 

Department Division/Region Community Location 

Family Services Career Development Cambridge Bay Kitikmeot 

 

Fin. Code: 17320 01 4 410 1700000 01 

 

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

The incumbent is an active member of a team responsible for the delivery of Career 

Development Services and Training programs which are designed to maximize employment and 

education opportunities for Northerners and enhance the economic potential of Nunavut.  

Programs and Services include Career Counselling Services, Training-on-the-Job, and 

Apprenticeship Training Assistance, Income Assistance, Employment Insurance Benefits and 

Support Measures.  The incumbent is also responsible for the support and promotion of 

Nunavut’s Inuit Employment Policy and for maintaining a working knowledge of other programs 

delivered by the department. 

 

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 incumbent will work with other Career Development Officers to administer and deliver 

Career Development Services to the communities of the region serviced.  The incumbent also 

works closely with the Income Assistance division to assist Income Assistance clients with 

Productive Choices and Career Development Services and Programs. 

 

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. 

Provide Career Development Services to groups and individuals by: 

- Working closely with partner agencies and engaging  in various needs assessment procedures 

to determine the career development needs of the client 

- Developing and delivering highly participatory workshops using a variety of materials and 

media 

- Ensuring that materials are suitable for the target audience and making adjustments when 

necessary 

- Actively seeking opportunities to promote the value of the workshops to various groups 

including adult educators, school counsellors, other government department and Non-

Government Organizations 

- Marketing workshops and arranging workshop delivery sites 
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- Obtaining feedback on the workshops from participants for future workshop development 

- Working with sponsoring agencies to determine follow up procedures with participants 

- Maintaining a record of all participants and engaging in follow up procedures as required 

- Maintaining a supply of complete workshop packages for easy reproduction and, where 

necessary, delivery by other staff 

- Working with other CDOs to refine and improve workshops and presentations 

- Assisting clients to review present situation, personal resources and needs 

- Assisting clients to identify and clarify their strengths and obstacles to gaining suitable 

employment 

- Assisting clients to identify their career goals 

- Assisting clients to develop employment, educational or wellness strategies for meeting their 

goals 

- Employing appropriate print, video, or software resources to assist clients with this 

exploration process, administering appropriate aptitude, interest and values inventories or tests 

to help client with this exploration process 

- Providing clients with a clear interpretation of the results of the test, questionnaires etc. 

- Ensuring clients are clearly informed as to agencies, institutions, support groups which might 

help alleviate individual barriers and referring where appropriate 

- Guiding clients in the use of labour market information 

- Assisting clients in developing a written Client Action Plan comprising Career and/or 

Wellness activities as appropriate 

- Documenting and entering the Client Action Plan on the appropriate database 

- Case conferencing with service centre officer, community agencies, employers to ensure an 

integrated approach to client development 

- Providing general information to assist clients experience difficulties with their EI claims or 

Income Support 

- Assisting clients to obtain, or in some cases arranging job shadowing opportunities, work 

experience activities, etc. 

- Preparing and delivering information sessions, group counselling and workshops 

- Monitoring and recording client’s progress through the Case Management process and 

adjusting Action Plan through client collaboration as appropriate 

- Maintaining strict confidentiality of client information at all times 

- Maintaining a job advertisement notices board in the career centre 

- Updating the job ad hotline telephone recording on a weekly basis 

- Assisting clients with the use of computers, fax machines and telephones in their job searches 

 

Promotes, plans, administers and delivers Human Resource Planning service based on the 

Labour Market Information, prioritizing Affirmative Action/Target Group Candidates by: 

- Identifying and promoting opportunities within private and public sector which could be used 

to provide training to Target Group members 

- Participating with internal committees and community partners to determine training and 

employment needs and providing relevant labour market information 
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- Recommending issues for further labour market information research 

- Collecting and disseminating labour market information including availability of training and 

educational opportunities 

- Liaising with Hamlets and aboriginal organizations to co-ordinate and promote programs and 

service and identify labour market issues 

 

Administers and delivers education training, employment and preparation programs, 

employment insurance benefits and measures and provides work experience, education 

and entry/re-entry level training to clients by: 

- Assessing proposals from employers and community groups 

- Negotiating and recommending terms of contract with employers 

- Monitoring and evaluating training contracts including reporting results to supervisor to 

ensure trainee receives high quality training 

- Reviewing accuracy of employer invoices and recommending contract payment 

- Assisting with the development of training plans and monitoring selection of trainees 

- Providing guidance and advice on training technique to trainee’s supervisors 

- Maintaining and reporting accurate statistics 

- Counselling trainees and trainers as required 

- Evaluating viability of training plans and ensuring a suitable match between trainees and 

employment site 

- Providing educational planning counselling 

- Co-ordinating the delivery of employment insurance benefits and measure to eligible clients 

- Administering client entitlements to contributions and grants 

- Acting on behalf of other CDOs in their absence 

- Administering aptitude tests and value inventories and giving clients clear interpretation of the 

results of the test 

- Distributing, monitoring, marking and interpreting aptitude test results 

- Providing counselling and information services regarding all trade areas 

- Maintaining records and files on all clients 

- Arranging course dates with employees and employers 

 

Develops strategies for and participates in the promotion of Career Centre activities to 

effect high community visibility and ensure distribution of career information by: 

- Planning, co-ordinating and evaluating special events such as career fairs, tradeshows, 

conferences and workshops 

- Distributing career, education and employment equity information to schools, colleges, 

agencies, employers and the general public 

- Making presentations to aboriginal organizations, schools, community groups and the general 

public about the programs and services offered through the career centre 

- Developing materials such as brochures and pamphlets to promote career centre activities 

- Developing and delivering career workshops to select groups or the general public on such 

topics as occupational choice, resume writing and job search, etc. 
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- Adapting and/or creating career resource materials to meet the unique cultural and educational 

needs of the Nunavut population 

- Acting as a resource to other practitioners, and making recommendations to the regional 

supervisor, career development on acquisitions of new resources and counselling 

methodologies 

- Ensuring materials used and approaches adopted are appropriate to target and designated 

groups 

- Maintaining the career resource library’s collection of books videos tests etc. in a tidy manner 

and ordering and stocking up to date resources 

- Initiating and creating monthly themes and information for the general public on a bulletin 

board 

 

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 OF: 

- Local. regional, national and global labour market conditions issues 

- Program design, assessment, monitoring and evaluation 

- Department of Family Services Programs and Services 

- The Canada Labour Code, Employment Insurance Act (Parts I and II) and Regulations, Social 

Assistance Act, Human Rights Act, Labour Standards Act, Fair Practices Act, Occupational 

Health and Safety, National Employment Service, Employment Equity Act, Access to 

information Act, Privacy Act, Apprenticeship, Trade and Occupations and certification Act 

and Regulations 

- The Canada/Nunavut Labour Market Development Agreement 

- The National Employment Service System (NESS) Job Order and National Job Bank Systems 

- Career Development Case Management Systems (CDCS) 

- HP Desk software, MS Office and Excel 

- Internet Search process 

- Service Contracts, Grants and Contribution regulations 

 

SKILLS AND ABILITIES 

- Presentation skills 

- Workshop development and delivery skills, using up-to-date technology 

- Verbal and written communication skills 

- Negotiating skills 

- Networking skills 

- Counselling and interviewing skills for individuals 

- Group counselling case management skills 

- Analytical skills 
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- Organizational and time management skills 

- Ability to work effectively in a cross-cultural setting 

- Keyboarding skills 

- Computing skills 

- Researching skills 

- Fluency in Inuktitut/Inuinnaqtun and French is an asset 

 

EDUCATION 

- Diploma or certificate in Career Development or Human Resource Management and two 

year’s experience in counselling or adult training 

- Incumbent must have experience in developing, assessing, monitoring and evaluating training 

programs, workshops and presentations, reviewing policy and procedural documents, 

counselling employers, students and apprentices trainees and preparing written reports 

- Certification to administer and interpret aptitude tests 

- Apprenticeship background or Journeyman Certification as asset 

 

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 computer work are required.  You may be required to stand for long periods 

during presentations while being alert to participant’s needs. 

 

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 generally comfortable office environment, with travel to other 

communities in propeller driven aircraft.  The incumbent may be delayed in communities by 

weather etc.  The incumbent may also be exposed to the elements while visiting employer’s 

worksite. 

 

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. 

Requires skilled visual acuity to understand and manipulate information on a computer screen.  

There is a requirement for accuracy, speed and correctness.  High volume of work contributes to 

an extremely stressful work environment.  Must be able to listen to client needs and make 

judgements about necessary training based on an assessment of client capacity against available 



GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 

 

 

 Page 6  

career options. 

 

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. 

Program demands may exceed available resources.  Often employers are reluctant to entertain 

Nunavut’s Inuit Employment policy.  The incumbent, which little direct authority, must advise 

host departments on training techniques and procedures for dealing with interpersonal issues.  

Stress may occur due to working with clientele where employment opportunities are limited, or 

where special needs such as disabilities exist.  Arbitrating employee/employer disputes and 

enforcing terms and conditions of contracts can be stressful. 
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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”. 


