
GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 

 

February 5, 2018 

1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position Financial Code 

08-10317 Finance Clerk  
Manager, Finance and 

Administration (08-05121) 
08050-01-1-235-0800000-01-???? 

Department Division/Region Community Location 

Culture & Heritage Corporate Services (08050-01) Iqaluit Iqaluit  

 
 

2. PURPOSE 
 

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

 
Reporting to the Manager, Finance and Administration, the Finance Clerk provides accounting and administrative 
support services for the Corporate Services division. These responsibilities include, but are not limited to the 
following: ensuring EVs are coded to the correct budget codes; maintaining signing authorities; month-end GL 
account reconciliations; printing Free Balance reports; and committing contracts. The Finance Clerk is also 
assigned financial Signing Authority up to the limits established for the position within the Department.   
 

 
 
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? 
 
 
Under the direction of the Manager Finance and Administration, the incumbent provides critical services that 
support the effective operation of the Corporate Services Division. The incumbent must maintain strong budgetary 
controls by working to ensure prompt payments to contractors, proponents and suppliers. The position also helps 
to safeguard government assets by ensuring compliance with the Financial Administration Act (FAA) and Manual 
(FAM), Generally Accepted Accounting Principles (GAAP), and all applicable government and departmental 
financial and administrative policies and regulations. Strict confidentially regarding the substance and structure of 
the work undertaken and must be maintained. As a result, financial and administrative compliance is dependent 
upon the incumbent’s ability to effectively meet these program responsibilities. 
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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. 
 

Provides accounting functions to ensure proper budget controls are maintained by: 
 

 Receiving invoices from suppliers, hotels, airlines and employee travel vouchers - then reviewing and 
checking for accuracy in accordance with set procedures. 

 Preparing payment documents such as Expense Vouchers and Accountable Advances. 

 Responding to inquiries from vendors to explain any variance in payment for the invoice. 

 Reviewing documents and batches for compliance with the Free Balance Procedures Manual, Directives, 
Policies and Regulations. 

 Data entry and posting of expense vouchers, accountable advances and obligations on Free Balance. 

 
Reviewing and verifying all accounts payable and commitment documents for the department to ensure that 
the transactions are accurate and complete and made in accordance with all financial Administration directives, 
policies and procedures and Collective Agreements by: 
 

 Verifying the accuracy of all document arithmetic calculations, and that the transaction is charged to the 
appropriate account with reference to the code and index activity, or through terminal inquiry. 

 Ensuring the transaction is within spending/payment authority limits established, that signatures are valid 
according to the Financial Signing Authority spread sheets and Specimen Signature records and referring 
discrepancies to Manager, Finance & Administration for resolution. 

 
Provides administrative and financial support to ensure an efficient and well organized financial services unit 
by: 
 

 Maintaining a financial record system in compliance with established record management procedures. 
 Ensuring that all accounting records are organized and filed in appropriate filing sections. 
 Filing accounting information on a regular and timely basis. 

 Assisting in the maintenance of the Department’s Controllable Assets Summary. 

 Arranges travel and accommodation for Duty Travel for staff.  

 Reconciliation of VISA transactions.  

 Purchase office and other supplies using Local Contract Authority (LCA). 

 Delivers or picks up financial documents as authorized. 

 Cover reception desk as needed.  

 Perform other related duties as required.   

 Archiving old financial documents according to the Administrative Records Classification System (ARCS). 
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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 behaviors 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 sound knowledge of the following: 

 The GN Financial Administration Act 

 The Financial Administration Manual 

 Generally Accepted Accounting Principles 

 Canada Customs and Revenue Agency Regulations 

 Government Contract Procedures 

 The NNI Policy 

 Government computerized accounting systems 

 Data entry and computer applications 
 
The incumbent must have skills in the following areas: 

 The ability to understand legislation, regulations, formula funding models, manuals, guidelines, policy 
and procedures. 

 Operating computerized accounting systems 

 Excellent communication (both verbal and written) 

 Client services and conflict resolution 

 Time management 

 Ability to maintain confidential information 

 The position is deemed to be Position of Trust for having access to secure systems, cleared CRC is 
required.  

 
Abilities: 
 
The incumbent needs the following proficiencies that are required to do the job: initiative, self-confidence, 
adaptability, and respect for others, a cooperative attitude, honesty, friendliness, and the ability to work in a 
cross-cultural environment, the ability to handle multiple tasks during frequent busy periods, computer 
proficiencies. 
 
These skills and knowledge are normally acquired through: 

 A minimum of a grade 12 high school diploma is required 

 One (1) year of relevant experience in Finance 
 A post-secondary diploma or similar in a finance related field would be considered an asset 

 An acceptable combination of education and related work experience may be considered 
 The ability to speak and write more than 1 of Nunavut’s Official Languages is considered an asset 

 

 
  



GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 

 

February 5, 2018 

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. 
 

 

 Daily use of computers and other office equipment (may cause fatigue, impact eyes, wrists, arms and 
back). 

 

 

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, and 
conditions that increase the risk of accident, ill health, or physical discomfort. 
 

 

 The incumbent works in a typical office setting, dealing with human resources issues that impact on 
personal privacy, and can be politically sensitive in nature. 

 

 

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 incumbent will work with computers daily, LCD projectors and other miscellaneous electronic 
equipment from time to time. 

 Reviewing and writing detailed electronic and hard-copy documents and reports (daily basis) can cause 
eyestrain and other physical discomforts. 

 

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 incumbent often faces extreme pressure to meet deadlines while maintaining reasonable financial 
controls.  

 Pressure to meet these deadlines and provide a high degree of accuracy contributes to a high level of 
employee stress and burnout.  
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7. CERTIFICATION 
 

 
 
 
__________________________________________ 
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 Minister 
 
 
 
___________________________________________ 
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”. 
 
 


