
NUNAVUT ARCTIC COLLEGE  JOB DESCRIPTION 
 
 
 
 
 
 
1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

70-0820 Director of Education Programs  Nunatta Dean, 70-2469 

 
Department Division/Region Community Location 

Nunavut Arctic 
College 

Nunatta Campus 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 Nunatta Dean, the Director of Education Programs is responsible for the 
planning, direction, management, program delivery, administration and evaluation of The 
Nunavut Teacher Education Program (NTEP). This includes all community and campus based 
education programs and all professional development programs for teachers and education 
support staff. 
 
The Director of Education Programs is also responsible for the planning, direction, management, 
program delivery, administration and evaluation of all programs related to Education. These 
could include programs such as the Early Childhood Education Diploma and Applied Certificate 
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? 
 
Nunavut Arctic College is an arms-length Crown entity of the Government of Nunavut (GN). 
The President is appointed by the GN and is a Deputy Head Public Service employee.  
 
Within the above context, the Director works with other senior staff in the planning of all 
Teacher Education instructional programs. This involves working closely with colleagues from 
the University of Regina in administering the Bachelor of Education Program. The Director will 
also oversee and manage all programs related to Education, including Early Childhood 
Education. 
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Arctic College employs an Inclusive or Collaborative approach to strategic planning and college 
wide decision making. This position is a member of the College’s Management Team and shares 
in the collective decision making process respecting strategic planning and college wide 
initiatives. The President retains executive authority to make decisions as appropriate, however, 
the Inclusive Management approach requires members of the Management Team to provide 
input into the strategic decision making process. 
  
Finally, Management Positions within the College operate in a highly decentralized organization 
where subordinate positions are often located in many other communities and/or Management 
Positions have functional, technical/professional and/or administrative management 
responsibilities for employees who do not report to them. This significantly complicates the 
responsibility to manage/direct human, financial and program resources. 
 
 
 

 
 
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 Director of Education Programs directs and manages the Nunavut Teacher Education 
Program and other education programs by: 
 
• Establish Program directives, assess and document need for programs  
• Approving and participating in the development and management of program schedules, 

timetables and locations 
• Determining and securing program resource needs 
• Preparing program and activity reports, recommendations, briefing notes and other 

documents as required and as requested 
• Maintaining regular contact with other educational institutions for purposes of course 

credits, credit transfers, student records and to keep abreast of recent course development 
• Evaluates existing program delivery to ensure course(s) meets program needs 
• Ensuring course instruction meets professional standards established by Nunavut Arctic 

College and the University of Regina and other post-secondary institutions 
• Amending course content and delivery according to internal and external evaluation results 
• Providing mechanisms for student/client evaluation and feedback for all programs 
• Providing support and managing the acquisition, coordination and implementation and/or 

deployment of appropriate technology resources for the delivery of education programs 
 
Direct and Manage the Human Resources of Education  Programs by: 
 
• Establishing human resources required to deliver approved programs 
• Provide leadership, coaching and managerial direction to all program staff 
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• Recruiting the required human resources to deliver approved programs 
• Assigning staff to program areas 
• Ensures that all staff are familiar with and adhere to College and GN established HR 

practices, policies and procedures 
• Plan, develop and implement staff work plans and conduct staff performance evaluations in 

association with approved work plans 
• Imposing progressive discipline as required and in accordance with GN and College 

practices 
 
Direct and Manage the Financial Resources assigned to Education Programs by: 
 
• Develop budgets to support approved programs 
• Manage and approve expenditures to support programs within prescribed spending 

authority 
• Undertake periodic analyses to ensure programs are operating within approved budgets, 

such as variance reporting  
• Provide the support necessary in acquiring all of the necessary supplies, equipment and 

materials for the successful delivery of education programs 
• Monitor spending to ensure program expenditures do not exceed budgets 
• Draft FMB proposals and Board of Governor submissions in support of proposed programs 

 
Dimensions 
 
Directs and Manages a staff of 23 
Manages a budget allocation of approximately $6.4 Million Dollars 
 
Performs other related duties as requested such as: 
 
• Representing the College at meetings with other institutions and speaking in Inuktitut when 

required 
• Preparing Press Releases and public relations materials 
• Is one of the representatives for NTEP on the Education Partnership Committee 
• Other duties as assigned by the Dean  

 
 
 
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. 
 
Typically the incumbent will have a degree or graduate degree in Education or Education 
Administration. Professional Teaching Credentials would be a definite asset.  
 
The incumbent requires: 
 
- a comprehensive knowledge of education programming 
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- a knowledge of program development and program evaluation methods 
- a knowledge of staff (faculty) evaluation and performance improvement 
- a knowledge of managing human, financial and program resources typically gained through 

several years of management experience 
 
Fluency in both written and oral Inuktitut along with an understanding of Inuit Cultural 
Traditions is an 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. 
The position does not have responsibilities that typically involve physical fatigue. 

 
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 position works in a normal office environment with little exposure to any disagreeable 
environment conditions. There is a need to travel, sometimes by small aircraft, to remote 
communities where there is a small risk of accident. 

 
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. 
The work requires regular and ongoing use of a computer at a desk with some degree of 
concentration and focus on detailed written material and spreadsheets. Intense focus during 
student interactions, performance assessments and recruitment is also part of the job. 

 
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 work requires regular interaction with staff and students in very stressful circumstances such 
as staff disciplinary actions and student interventions where the conduct or performance of the 
student must be addressed. These actions can and do produce tension and anxiety resulting in 
considerable fatigue. 
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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”. 
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