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POSITION DESCRIPTION 

 

 

 

 

Date:  May 1, 2014 

Position No.  01-12410 

Job Title Director of Strategic Planning & Policy 

Supervisor’s Position Languages Commissioner 

Department Legislative Assembly 

Community Iqaluit 

Location Office of the Languages Commissioner 

Fin. Code: 01800-02-1-111-0180003-01 

 

 

 

General Accountability 

Pursuant to the Official Languages Act and the Inuit Language Protection Act, the office of 
the Languages Commissioner exists to safeguard the rights and status of each of Nunavut’s 
official languages. 

The position of Director of Strategic Planning & Policy exists to provide options which 
support the decision making of the Languages Commissioner in carrying out the 

Commissioner’s mandate and responsibilities. The Director provides advice and information 
on language rights issues that is accurate, objective, and timely.  Under the direction of the 
Commissioner, the Director manages detailed policy issues associated with the Language 

Commissioner’s mandate and seeks legal advice from qualified legal counsel, when deemed 
necessary.  

The Director of Strategic Planning & Policy ensures the delivery of  public education as it 
pertains to language rights, investigations, reviews and audits, and responses to inquiries and 
concerns from the public. 

The Director of Strategic Planning & Policy and support staff review strategic and policy 
decisions to ensure that decisions are compatible with the mandate of the Languages 

Commissioner. 

 

http://langcom.nu.ca/
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Nature and Scope 

The position is based in the Office of the Languages Commissioner, located in Iqaluit, and 
reports directly to the Languages Commissioner for Nunavut. The Director is the most senior 

position reporting to the Commissioner; in achieving mandate objectives and priorities the 
position is expected to function both autonomously and in accordance with explicit direction 
of the Commissioner.  

At the direction of the Languages Commissioner, the Director of Strategic Planning & 
Policy examines, analyses and makes recommendations with regard to specific proposed 

and existing language policies, services, and communication offered by those obligated to 
comply with the language acts.   

The incumbent oversees and monitors the progress in implementing language commitment 

obligations. Through the development of public policy, the incumbent impacts the 
Government of Nunavut and its boards and agencies, the municipalities, the private sector, 

and the general public.  

 

Dimensions (2013/14) 

Departmental O&M Budget   $ 1, 395,000 

O&M Budget    $650,000 
Person Years    4 
Capital Budget    $25,000 

 

Specific Accountabilities 

The Director of Strategic Planning & Policy will provide strategic support to the Languages 
Commissioner; this includes advice on policy direction, and in conjunction with qualified 

legal counsel the interpretation of the language legislation and policies, and legal advice 
when and as necessary. 

In accordance with the overall mandate of the Office of the Languages Commissioner and the 
Commissioner’s direction, the incumbent is responsible for developing strategic priorities and 
priority options, policies and operating procedures collaboratively with stakeholders.  

The incumbent will, on a continual basis, seek ways to improve the services and programs 
of the policy and communications sections. The Director is required to build and maintain 

lasting relationships with key stakeholders including: other government departments, 
government agencies, Inuit organizations, and key business partners. 

The incumbent will guide, review and assist in the preparation of decision-making 

documents and responses to queries, petitions, and requests from the Legislative Assembly 
or its committees for information. 

The incumbent will guide and support, in collaboration with Office of the Languages 
Commissioner staff, the preparation of legislative development and facilitation thereof; 
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policy documents and proposals for the Language Commissioner’s office, and drafting 
documents in cooperation with lawyers, committees (such as Tuttarvit and IQK) as and 

when required. 

The incumbent will contribute to Communications Strategy updates and to the development 

of the annual Business Plan (ensuring linkages with funding necessary to implement 
strategy & annual priorities); collect maintain and analyze data and statistics on programs 
which support planning and performance measurements of the Office of the Languages 

Commissioner, and prepare an annual report on the overall achievement of annual 
priorities.  

The incumbent will take a lead role in managing the financial services and departmental 
budget ($1,371,000) and administration of the Office of the Languages Commissioner; 
including ensuring the necessary strategic planning and priority linkages to the budget 

development cycle.  Responsibilities include monthly review of business plan priorities 
relative to operating budget variances and implementation of sufficient monitoring and 

spending controls to ensure annual expenditures do not exceed annual appropriations. 
Additionally, the Director has oversight responsibilities ensuring procurement and 
expenditures are in compliance with standard operating practices and policy. 

The incumbent is responsible for human resource management of all direct reporting staff; 
including, hiring, staff development and training, complete annual employee evaluations in 

accordance with established standards as well as carry-out labor relations and disciplinary 
measures as required. Additionally, the incumbent is responsible for the oversight of leave 
and attendance for the entire staff of the Office of the Languages Commissioner. 

The incumbent will work cooperatively with the Financial and Human Resources staff of 
the Office of the Legislative Assembly who provide all financial, human resources, and 

procurement services for the Office of the Languages Commissioner under a shared 
services arrangement to carry-out these responsibilities. 

The Director of Strategic Planning & Policy will: 

 Monitor, evaluate and critique political, social, and demographic developments that 
might impact the territorial language Acts and regularly report significant findings to 
the Commissioner; 

 Facilitate mediation to resolve concerns and complaints respecting language rights; 

 Monitor pending court decisions and policy issues throughout Canada that may 
impact language rights in Nunavut;  

 Develop standardized reports for audits and investigations; 

 Write special reports, studies, briefing notes, letters and responses as directed by the 
Languages Commissioner; 

 Coordinate office involvement with other jurisdictions working in the field of 

protecting language rights; and 

 Provide input on office management issues as they relate to the section. 
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The policy section under the supervision of the Director of Strategic Planning & Policy will:  

 Follow up with those who have raised a concern regarding infraction of language 

rights as well as with those against whom the concern has been raised to inform them 
on the progress of investigations; 

 Write a report immediately upon conclusion of  each investigation;  

 Establish and maintain communication channels with key language stakeholders in 

Nunavut to make sure all views and concerns are considered. 
 

Other duties as delegated by the Commissioner. 

Knowledge, Skills and Abilities1 

Knowledge: 

The incumbent in this position requires a sound knowledge of the Official Languages Act and 
the Inuit Language Protection Act, along with policies and procedures related to the Acts. In 

addition, it is necessary to have a knowledge of administrative law (including the principles 
of natural justice) and of Nunavut’s political, economic, and social issues. A thorough 
understanding of government decision-making processes, are also required. 

Knowledge of an official language of Nunavut is needed to provide clear and concise and 

documents such as briefing notes, letters, policies, strategic plans, options papers, and 

Cabinet submissions. 

The incumbent requires five (5) or more year’s supervisory experience, experience in 
managing operational budgets, and facilitating task accomplishment through teamwork.  

 

Skills: 

The incumbent must have a well defined sense of diplomacy, experience in conflict 

resolution and people management skills. The incumbent will have strong leadership skills 
which will motivate and direct staff to complete projects on time.  

Strong facilitation and communication skills are required to work within the directorate, with 
government departments, Inuit organizations, the private sector and external stakeholders 
such as the media. 

The Incumbent needs strong logical thinking and critical reasoning skills to affect the best 

course of action. 

Abilities: 

The incumbent must have collaborative decision- making abilities as well as the ability to 
manage a decision to its successful conclusion. 

                                                 
1
 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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The incumbent must have good writing and editing capabilities to ensure accurate, 
consistent and effective written communications. 

The incumbent must have comprehensive knowledge of computer programs. 

The ability to communicate in two of the official languages of Nunavut is required. 

 
University degree in Public or Business Administration or study in Political Sciences and 
Public Policy and at least 3 years minimum work experience in a related work environment; 

or  
 

At least 5 years minimum work experience in a public administration or public policy 
environment; and College Certification in Public or Business Administration; Accounting 
certification or equivalencies.  

 
The Director of Strategic Planning & Policy is a position of trust: Duties involve decision 

making at the director’s level. 
 
 

 
Subordinates 

 

1. Researcher/Investigator Inuit Language, 
2. Researcher/Investigator French Language, 

3. Private Sector Liaison Officer,  
4. Project Manager, and 

5. Public Affairs officer. 
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Organizational Structure 
 

 

 
 

  

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 

 

__________________________________________ 

Employee Signature 

 

 

__________________________________________ 

Printed Name 

 

 

__________________________________________ 

Date 

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

 

 

__________________________________________ 

Supervisor Title 

 

 

__________________________________________ 

Supervisor Signature 

 

 

__________________________________________ 

Date 

I certify that this job description is an accurate 

description of the responsibilities assigned to the 

position. 

 

 

 

___________________________________________ 

Deputy Head Signature 

 

July 25, 2017 

___________________________________________ 

Date 

I approve the delegation of the responsibilities outlined herein within the context of the above organizational 

structure. 

 

Languages Commissioner 

Executive Secretary 

 

Executive Assistant 
 
Executive Assistant 

 

Director of Strategic Planning & Policy 

Investigator 

Researcher 

(French Language) 

Investigator 

Researcher 

(Inuit Language) 
 

Public Affairs 
Officer 

 

Project 
Manager 

 


