
GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 

 

 

Nunavut Official Editor / Territorial Printer  July 25, 2017  

1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

05-09978 Nunavut Official Editor/Territorial Printer Director, Legislation Division (05-01917) 

 

Department Division/Region Community Location 

Justice Legislation Iqaluit Sivummut Building 

 

Fin. Code: 05500-01-1-111-0580300-01-???? 

 

2. PURPOSE 

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

This crucial and unique position is critical to, and carries the largest weight of the duties required 

to discharge the Legislation Division of the Department of Justice’s responsibility to provide 

“access to justice” by ensuring that the Courts, resident and non-resident lawyers, all public 

servants, and all Nunavummiut have access to authoritative and accurate versions of all of the 

Acts, Regulations, Statutory Appointments, and other official Government of Nunavut notices, 

documents, and finding aids in English, French and the Inuit language. This position is relied 

upon by Senior Government officials, Members of the Legislative Assembly, Territorial Public 

Agencies, the Judiciary, Government and Private Lawyers and the general public to regularly 

publish and keep up to date all of the laws of Nunavut that the GN administers by providing 24/7 

online electronic access. The position of “Territorial Printer” is created by statute. The 

incumbent of this position is appointed by the Commissioner of Nunavut under section 3 of the 

Public Printing Act to publish all regulations, proclamations, official notices and perform 

publishing functions for the GN. The incumbent also holds a second statutory appointment being 

appointed by the Minister of Justice pursuant to section 5 of the Public Printing Act as “Editor” 

of the monthly Nunavut Gazette. 

 

The Nunavut Official Editor / Territorial Printer manages, directs, plans, organizes, coordinates, 

and performs editorial, publication and distribution duties relating to all of the bilingual and 

multilingual legislative documents approved by Cabinet and the Legislative Assembly that are 

drafted by the legal professional staff in the Legislation Division of the Nunavut Department of 

Justice (e.g., the Acts and Regulations of Nunavut and Statutory Appointments and official 

government documents and notices required by law to be published every month in the Nunavut 

Gazette), as required by the Statutory Instruments Act and the Public Printing Act, to the high 

standard of accuracy in English and French required for legally relied upon authoritative texts. 

The position is also responsible for the continuous ongoing meticulously accurate preparation 

and publication, in English, French and the Inuit Language of up to date consolidations of all of 

Nunavut’s Acts and Regulations. 

 

3. SCOPE 
 

Describe in what way the position contributes to and impacts on the organization. 
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The Nunavut Official Editor / Territorial Printer is required by law to publish the Government of 

Nunavut’s legislation, Statutory Appointments and official Government Notices so that they are 

accessible to members of the Legal Profession, the Courts, the public service, Nunavummiut and 

the World in a totally accurate and timely manner.   

 

Reporting to the Director, Legislation Division, this position is charged with the timely and 

accurate publication, in print and online on the Territorial Printer’s own webpages, in electronic 

form of the Nunavut Gazette (12 monthly issues in both English and French),  the Government 

of Nunavut’s Acts (approximately 20 per year in 3 language versions), Regulations, and other 

Statutory Instruments (approximately 30 per year in English and French versions), Statutory 

Appointments and Revocations (approximately 500 per year which are published in the Nunavut 

Gazette), and ongoing up to date consolidations of Acts (approximately 21 per year) and 

Regulations (approximately 7 per year), Annual Statutes, and required Tables. This position 

verifies the published product in both French and English so that it is totally accurate as both the 

English and French texts are both equally legally authoritative.   

 

In this work, the position supervises the Deputy Publication Editor / Deputy Territorial Printer, 

and contractors who prepare drafts of the ongoing English and French consolidations of Acts and 

Regulations that include numerous amendments to those Acts and Regulations. This position 

advises the Translation and Editing Services Officer and the Inuktitut Legal Translators with 

respect to the Inuktitut consolidation and editing process, as well as the Director, the 3 

Legislative Counsel, and the French Lawyer Translator and all other Legislation Division staff 

concerning all legislative editing requirements. 

 

4. RESPONSIBILITIES 
 

Describe major responsibilities and target accomplishments expected of the position.  For a management 

position, indicate the subordinate position(s) through which objectives are accomplished. 

1. This position: 

- Manages the publication of all of the Regulations, Annual index of all Regulations, and 

Annual Statutes, amendments of Acts of Nunavut, in a timely manner, and all statutory 

Appointments and official Government Notices, Regulations and Statutory Instruments 

required by law to be published each and every month in the Nunavut Gazette, 

electronically on the internet in English, and French, (Inuktitut and Inuinnaqtun at times) 

in compliance with the legal requirements set out in the Statutory Instruments Act, Public 

Printing Act, Nunavut’s Official Languages Act and the Inuit Language Protection Act; 

- evaluates requests from third parties for permission to publish or otherwise use legislative 

materials subject to Government of Nunavut copyright, and determines whether or not 

permission should be granted; 

- ensures the timeliness, accuracy and integrity of all of the Statutes, Regulations, Statutory 

Instruments, annual indexes, and other legal instruments before he or she places these on 

the Territorial Printer’s webpages as required by the Statutory Instruments Act;  

- ensures paper version availability for public consultations, as required; 

- ensures the accuracy of the Statutes, Regulations and other legal instruments in both the 

French and English language as they are both equally legally authoritative; 

- prepares and posts the appropriate research tables, annual indexes and other tools on the 

Legislation Division website, in English and French and/or in Inuktitut and Inuinnaqtun, 
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as required, in a timely manner so that they are available to the public, the public service, 

the Judiciary and members of the Legal Profession within and outside of Nunavut; 

- answers all inquiries from the public, members of the public service, the Judiciary and 

members of the Legal Profession within and outside of Nunavut concerning Nunavut’s 

legislative publications and where they can be found;  

- responds to special requests from the Clerk of the Legislative Assembly and MLA’s and 

furnishes them what is needed; and, 

- answers all inquiries from the public, members of the public service, the Judiciary and 

members of the Legal Profession within and outside of Nunavut concerning Nunavut’s 

legislative publications and where they can be found;  

- liaises with, and is the point of contact for all telephone and other inquiries from users of 

the Government of Nunavut’s legislation, including stakeholders, Inuit and other 

organizations and legal professionals concerning the Government of Nunavut’s ever 

changing Acts, Regulations, Statutory Instruments, Appointments, Revocations, and 

Official Notices that are published on the web pages by this position. 

 

 2.  This position manages the Consolidation of all of the Government of Nunavut’s Acts and 

Regulations, and publishes those Consolidations. In this connection this position: 

- trains and supervises the Deputy Publication Editor and other Division staff and 

contractors who assist him or her; 

- converts all existing consolidations of Acts and Regulations from Word Perfect into 

Microsoft Word, in their English and French versions, and ensures the contents are 

correctly converted and follow Nunavut formatting standards; 

- oversees Inuit Language consolidations to ensure they meet quality standards; 

- ensures that all of the changes made by amending Acts and Regulations are added into 

the consolidations as part of the permanent consolidation process; 

- solves  all issues that arise in the preparation of the consolidations and research tables; 

- identifies potential errors within legislative texts and adds them to the Table of Errors for 

future amendment by Legislative Counsel; 

- maintains and updates the Table of Errors; and, 

- ensures that the final consolidations, in English and French, are legally accurate. 

 

3. This position manages and maintains the Legislative Division website as follows: 

- ensures that all bilingual and multilingual publications and texts are correctly posted on 

the appropriate webpages in a timely manner; 

- solves problems, innovatively, some of which are very complex, as they occur in the 

context of the ever evolving technology of electronic publication on the internet, 

including the visual identity and other requirements of GN central agencies such as the 

Communications Division of the Department of Executive and Intergovernmental 

Affairs;  

- responds to the inquiries and concerns of users of the web pages concerning content and 

technical issues; 

- coordinates the work of people involved in the production of texts to be posted, and of 

web design expert contractors, and acts as the focal point for all documents before they 

are publically posted by the Nunavut Official Editor / Territorial Printer in the appropriate 

place(s) on the webpages; 

- carefully reviews, finalizes and authorizes all of the materials that are posted on the 

webpages every month as the versions of bilingual Acts , Regulations, Statutory 
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Appointments and Official Notices placed on the appropriate webpages by this position 

are relied upon by members of the Legal Profession, the Courts and the general  public as 

legally authoritative; and, 

 

- project manages the creation and implementation of the ever changing technological 

improvements to the Territorial Printer’s webpages e.g., search efficiency; and closely 

collaborates with the web page designers and web page providers in this regard. 

 

4.  Manages the financial, administrative and personal services relating to the responsibilities of 

the position in that the incumbent: 

- oversees the contracts and invoices and recommends to the Director increases or time 

extensions of contracts with the bilingual consolidation contractors; 

- supervises financial matters related to these duties; 

- assigns and prioritizes the work of the Deputy Publication Editor and the contractors ; 

- arranges the Service Contract with the Web Service Designer / Provider; 

- advises his or her staff and the Web Service Provider of changes to Government policies 

and procedures; and, 

- serves on the selection panel for the hiring of his or her staff, contractors, and the Web 

Service Provider, and prepares bilingual interview questions and testing criteria for the 

selection process. 
 

 5.  Assists Legislation Division staff as follows: 

- edits all legislative texts, Statutory Appointment, and Official Government Notices prior 

to publication in the Nunavut Gazette; 

- provides input to Briefing Notes and proposals to enhance the operation of the 

Legislation Division; and, 

- assists in implementing terminology databases. 

 

5. KNOWLEDGE, SKILLS AND ABILITIES 
 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

The following knowledge, experience and abilities are required: 

- A University Degree in a relevant field; 

- Excellent knowledge of written English and French vocabulary, syntax and grammar;   

- A very meticulous person who pays close attention to detail in both French and English; 

- Strong administrative, project management and interpersonal skills; 

- A team worker who is also able to work independently without supervision; 

- A quick learner with initiative, who can quickly achieve a high degree of autonomy in his 

or her work and assess and solve problems without  supervision in a fast evolving 

environment, especially in terms of the ever changing legal and technological challenges 

associated with the electronic publication of the laws of Canadian jurisdictions; 

- Highly skilled in a computer environment with experience in data processing, especially 

Microsoft Word; 

- Experience in Proofreading. 

- Some experience with desktop publishing. 

The following are assets: 

- Knowledge of Inuit language, communities, culture, land and Inuit Qaujimajatugangit. 

- Knowledge of the Canadian legal system, and more specifically of Statutes and 
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Regulations. 

- Experience in working in a cross-cultural setting. 

 

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 occurrence of physical 

demands, environmental conditions, demands on one’s senses and mental demands. 

 

 

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

fatigue. 

The incumbent uses a computer for a considerable percentage of the work day and could 

experience discomfort from eyestrain, repetitive strain in the arms and fingers or from long 

periods of sitting. 

 

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 disrupt regular work schedules and travel requirements. 

Normal office environment. 

 

Sensory Demands 
Indicate the nature of demands on the jobholder’s senses to make judgments through touch, smell, sight and 

hearing, and judge speed and accuracy. 

Working in a very busy office with phones, photocopiers and clients to the Division on a daily 

basis. This is the same environment that is normal in a government office. 

 

Mental Demands 
Indicate conditions that may lead to mental or emotional fatigue. 

The candidate must perform all the job functions described to the exacting standards required in 

a legal environment, including under circumstances of extreme time pressure and competing 

priorities that inevitably occur from time to time. 

 

The candidate must be highly meticulously accurate and able to work quickly at times. The 

ability to stay organized and flexible is essential to produce work rapidly, and manage competing 

priorities. The work must be prepared to a very high standard of accuracy because the documents 

worked on and that are published by this position have legal effect. Mistakes may have very 

serious consequences on the Government and the administration of Justice in Nunavut. The legal 

authoritativeness of the electronic versions of legislation that this position reviews and places on 

the web pages in French and English is especially crucial. 

ADDITIONAL REQUIREMENTS 

 

Position Security  

X No criminal records check required 

   Position of Trust – criminal records check required 

 Highly sensitive position – requires verification of identity and a criminal records check 
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7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

Director, Legislation Division (05-01917) 

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”. 


