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1.  IDENTIFICATION 

Position No. Job Title Supervisor’s Position 

03-11270 Manager, Staffing Director, Recruiting and Staffing  (03-00002) 

Department Division/Region Community Location 

Finance 03740-01 Recruiting and 

Staffing  

Iqaluit Iqaluit 

Fin. Code: 03740-01-1-235-0300000-01-???? 

 

2.  PURPOSE  
 

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

Reporting to the Director of Recruiting and Staffing (the Director), the Manager, Staffing 

(Manager) is responsible for managing staff, developing and implementing strategies to help in 

improving the staffing process and ensuring a high level of service delivery.  

 

The Manager will advise and ensure established human resources standards, policies and 

procedures are clearly understood, precisely followed and properly documented including 

reporting. The incumbent will manage the development and delivery of the training sessions on 

staffing services to the GN departments, board and agencies and the public. The Manager will 

ensure staff are assessed and trained to meet the statutory requirements of their positions and 

have the necessary skills to effectively implement staffing priorities and deliver quality 

programs and services to clients. 

 

The Manager will directly provide staffing services for some client departments and/or specific 

positions when required. 

 

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 the Iqaluit headquarters operations of the Department of Finance.  The 

Manager is the administrator for the centralized staffing process in Iqaluit. The Manager is 

expected to provide advice and direction to Government of Nunavut (GN) departments, boards 

and agencies on staffing policies and process, and to provide direction and advice to other 

staffing practitioners in headquarters, regional offices and departments with delegated hiring 

authority (i.e. Health and Nunavut Arctic College).  The Manager will work with the Director on 

the research, development and implementation of revised and new staffing practices and 

initiatives.   

 

The Manager, Staffing is responsible for ensuring the GN staffing practices are consistent with 

the GN’s Priority Hiring Policy.  The Manager is responsible for ensuring that accurate and up-

to-date data and information is maintained for headquarters staffing activities.  The Manager will 

also develop and deliver training sessions on staffing services to client departments, boards, 
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agencies, staffing practitioners and the general public. 

 

The Manager supervises a staff of thirteen (13) positions and casual staff as needed.   
 

 

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 staffing services to client departments, boards and agencies by: 

 Assisting with the workload of staffing consultants 

 Staffing some senior management positions 

 Ensuring effective communication on staffing procedures, services and programs within 

the GN and to the public 

 Overseeing the secondment and transfer assignment process used by the GN 

 Working in partnership with the Manager, Strategic Recruiting to ensure that staffing 

activities are compliant with and complementary to recruiting initiatives. 

 

Identify and provide the necessary training for staff and departmental representatives by: 

 Leading the planning and delivery of an annual staffing retreat with all GN staffing 

practitioners to ensure consistent applications of staffing procedures, etc. 

 Designing, developing and providing training programs and workshops on staffing 

processes, ensuring the training is designed to meet the need of a variety of audiences 

(departmental staff, managers and staffing practitioners) 

 Developing presentations and materials on staffing services 

 Delivering training on staffing services 

 Planning and organizing the delivery of training on a fiscal year basis, including the 

planning of human and financial resources. 

 

Lead projects to improve staffing services by: 

 Researching current issues related to staffing services and developing strategies to lead 

new staffing initiatives 

 Holding consultation sessions with stakeholders 

 Completing jurisdictional reviews and preparing reports on best HR practices related to 

staffing processes 

 Preparing options papers on proposed changes to the current staffing services 

 Liaising with the Department of Executive and Intergovernmental Affairs regarding Inuit 

employment initiatives 

 Assisting in the implementation of new services in headquarters and regional offices.  

 

Monitor and report progress by: 

 Ensuring the accuracy of the information entered into the ePersonality system 

 Providing regular progress reports to the Director on assigned projects 

 Assisting in developing suitable program monitoring indicators 
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 Preparing briefing material on assigned projects 

 Completing internal reviews on staffing competitions 

 Assisting in collecting and compiling staffing-related statistics 

 Maintaining the Staffing Database and utilizing the database for reporting purposes. 

  

Supervise and develop staff by: 

 Monitoring staff leave and attendance 

 Providing support and advice to staff 

 Evaluating and reporting on staff performance 

 Addressing professional and staff development and training needs 

 Preparing a divisional work plan and assigning relevant work to staff. 

 Imposing progressive discipline as required 

 

The Manager may also participate in career fairs, job fairs and trade shows to promote 

employment opportunities in the GN when required. 

 

Other duties as assigned by the Director. 
 

 

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. 

 Work experience in human resources functions, specifically in staffing and recruiting 

processes 

 Knowledge of human resources policies and procedures, specifically in the area of 

staffing 

 Ability to design and deliver short term training workshops and presentations 

 Experience with database systems  

 The ability to act assertively with tact and professionalism 

 Excellent organizational skills and time management skills are required 

 Excellent communication skills both oral and written are required 

 Strong research and project management skills are essential for this position 

 Strong client service experience 

 Ability to motivate and manage staff     

 The ability to speak more than one Nunavut official language will be an asset. 

 

These skills are normally acquired though an undergraduate degree in human resources, 

business administration, or a bachelor’s degree in a related field plus four (4) years of 

experience in human resources with an emphasis on staffing/recruiting. In addition, two (2) 

years of demonstrated experience of supervising staff and managing teams is also required.  

 

Equivalencies that consist of a combination of education, knowledge, skills and abilities to 
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formal education and experience requirements will 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). 

Deadlines have to be met in a timely manner. 
 

 

Physical Demands 

 

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

fatigue or physical stress. 

Most of the incumbent’s time is spent in a sitting position with frequent opportunities to move 

about.  
 

 

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 work environment. May travel by small aircraft 

on an infrequent basis.   
 

 

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. 

The incumbent may spend lengthy periods at a computer. 
 

 

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. 

Deals with cultural differences and expectations. Delivery of due dates may cause pressure/ 

stress. 
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7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

Director, Recruiting and Staffing (03-00002) 
 

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”. 

 


