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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

70-3357 Instructor, Academic Studies Senior Instructor, Academic Studies (70-3353) 

 

Department Division/Region Community Location 

NAC Nunatta  Iqaluit 235 

 

Freebalance Coding: 03300 011 111 0302001 04 

 

 

2. PURPOSE  
 

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

 

Reporting to the Senior Instructor, Academic Studies, the Instructor, Academic Studies, primary responsibilities are 

to 1) instruct courses using a range of instructional styles applying adult education principles, and 2) evaluate 

student learning. The incumbents instructional duties will be assigned to a variety of courses offered through the 

Academic Studies department at Nunatta Campus, such as Office Administration Certificate, Adult Basic Education, 

Essential Skills, and College Foundation Certificate.  The incumbent must have expertise and be qualified to instruct 

in these academic programs. 
 

 

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? 

 

This position is located in Iqaluit, Nunatta Campus, and reports to the Senior Instructor, Academic Studies.  

Working with co-instructors, the Academic Studies Instructor ensures that course delivery meets College policies 

and standards, is efficiently pursued, and is relevant to ongoing post-secondary education.  Duties assigned to the 

College Foundation year include general introductory non-credit language, math, and social science courses, and 

some introductory college courses for post-secondary credit in Nunavut political and art history, and contemporary 

Canadian social-political studies. Special emphasis is placed upon the development of studies skills, note-taking and 

college readiness in general. Duties assigned to Office Administration specifically relate to job readiness: computer 

application, filing, office procedures, basic math, and effective communications. 

 

The Academic Studies Instructor is a partner in services that support and provide guidance to students which aim to 

improve their success rates in further post-secondary education and entry-level employment.  

 

As the incumbent will be teaching in the College Foundation Program, as well as the Office Administration 

Program, it is important that s/he be prepared to teach a variety of courses. Specifically, the College Foundation 
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Program is a preparatory program for students planning to enter one of the diploma or degree programs that are 

offered at the College e.g. NTEP, Nursing Program, Environmental Technology, Fine Arts & Crafts, and Language 

& Culture Programs. Thus the incumbent readies students entering the post-secondary system to continue their 

education at a higher level. 

The Office Administration Program is intended to provide students with the basic skills and knowledge to enable 

them to become effective and efficient office workers, thus helping fulfil the need for office personnel in Nunavut. 

 

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 Instructor will deliver individual and classroom instruction in the Academic Studies department by: 

 

 planning course content and sequencing and scheduling courses in consultation with the Senior Instructor 

and other Academic Studies staff; 

 recommending course materials and resources; 

 preparing course syllabi; 

 delivering lectures, seminars, workshops, labs using a variety of instructional strategies and methods-

seminars, audio visual, group work, role playing, internet research etc to assist the learning process; 

 create an environment which is conducive to adult learning, especially for those students who have been out 

of the class-room for many years; 

 assigning work to course participants and reviewing and evaluating their work; 

 evaluating participants and preparing  grade reports and narrative assessments for the official transcript for 

each participant; 

 modelling exemplary teacher behaviours in preparation and delivery of course materials and content; 

 maintaining student progress reports and daily attendance reports; 

 providing opportunities for students to evaluate course content and instructional quality; 

 recommending a when necessary diagnostic testing for student placement within programs; 

 managing the learning environment; 

 co-ordinating guest lecturers; and 

 Understanding Nunavut Arctic College academic policies and ensuring the institutions academic standards 

are maintained. 

 

The incumbent annually reviews and evaluates academic courses to ensure that they are relevant by:  

 researching references, periodicals and reports to ensure that course content is current; 

 updating course materials; 

 updating course outlines for the Curriculum Management System 

 identifying skill requirements that graduates will require to continue their studies or obtain entry-level 

employment in Nunavut Government; 

 researching the need for new areas of study and/or courses within the program; 

 assessing the changing dynamics of the Nunatta Campus student population; 

 assisting in selecting texts and resource materials, which reflect unique Nunavut conditions; and 

 co-operate with the team of instructors in the Department to ensure the best learning opportunities for 

students.   

 

The Instructor will provide counselling services to adult students by: 

 counselling individuals for academic and career development 

 referring students to specialised counselling available through the College or other agencies 

 

The incumbent will continue to develop expertise through: 

 independent formal/informal study and research that enhances instructional abilities and/or course content; 
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and 

 dialogue with colleagues, students, government, and community officials 

 

The incumbent provides educational leadership  by: 

 modelling the establishment and maintenance of academic excellence; and 

 Participating in on-campus voluntary activities including but not limited to special committees struck by the 

Campus Director. 

 supporting other College instructors 
 

The incumbent completes other duties related to effective program operation such as: 

 providing input for the preparation of third-party proposals  and Academic Studies program reviews when 

requested by the Director Community and Distance Learning Programs; 

 preparing final course reports as per College Policies & Procedures; 

 assisting in the selection of students for Academic Studies; and 

 recommending to the Senior Instructor, Academic Studies improvements for ongoing development and 

enhancement of the program. 

 

 

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 incumbent must have a demonstrated ability to organize instruction for adults. The incumbent’s instruction 

techniques must be both innovative and practical in application. The incumbent must have training in the instruction 

of adults in a context of intercultural awareness.   

 

 Bachelor of Education, Adult Education or Continuing Education with studies in a discipline appropriate to 

the Office Administration and/or College Foundation curriculum is required 

 2 years experience in the instruction and supervision of adult learners who have not had the opportunity to 

access post-secondary education is required 

 This level of education and experience is required to ensure the delivery of quality education programs and 

an appropriate level of student support. 

 Fluency in both written and oral Inuktitut along with an understanding of Inuit Cultural Traditions would 

be a definite asset.   

 

Equivalencies that consist of a combination of education, knowledge, skills and abilities to formal education and 

experience requirements may be considered. 

 

 

 

 

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). 
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Physical Demands 

 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue or physical stress. 

 Instructional duties require long periods of time spent standing. 

 Participate in field trips such as trips on the land, to the local library, museum, art gallery, legislature, or 

local GN offices. 

 The program is a semester program and will require the instructor to teach during that time.  

 

 

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. 

 Preparation of teaching materials and administrative duties require extensive use of computer and exposure 

to the terminal. 

 

 

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. 

awareness of cross cultural differences in terms of communication styles may be necessary if the instructor is 

non aboriginal 

instructors must be cognitive of and sensitive to the classroom dynamics, often this involves the 

interrelationships of community members which can create tension 

 

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. 

 High levels of stress will be encountered in counselling students as the nature of the problems presented by 

students may exceed the bounds of academic or professional studies and the incumbent may be dealing 

with matters of a significant emotional nature.   

 Due to the complexities of operating in a bilingual/bicultural setting the work may create physical and 

mental stress.   

 The incumbent will have low levels of control of negative factors in the working environment when 

problems occur. 
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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”. 


