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GOVERNMENT OF NUNAVUT 
POSITION DESCRIPTION 

 

Date: May 15, 2017                       Position Number:  09-05004 

 
Position: Superintendent of Schools   

                   
Incumbent:            Reports to: Executive Director,  

  Qikiqtani School  
  Operations   

Location:   Pond Inlet  

 
Effective: 05-15-2017  

 

 
                                          
Deputy Minister           Date 

Department of Education      

 

 

General Accountability 
The incumbent is part of the senior management team that contributes to and supports 
in the provision of the highest educational standards and services in Nunavut. Reporting 
to the Executive Director, Qikiqtani School Operations (Executive Director); the 
Superintendent of Schools (Superintendent) is responsible for helping to ensure that 
educational standards, services, and activities: (a) conform to the requirements set by 
the Department and, (b) reflect the strategic objectives set for the Region by the 
Executive Director.  
 
The Superintendent is accountable for ensuring the effective and efficient operation of 
student-centered schools within their School District. In so doing, the incumbent ensures 
that school-based activities conform to the Nunavut Education Program and are 
responsive to the needs of the community. To achieve this, he / she directly supervises 
and supports those Principals (depending on school assignments) whose schools are 
delivering Kindergarten to Grade 12 (K-12) programming and ensures that the schools 
within their Region are well resourced to undertake their mandated duties. Further to 
this, the incumbent provides valuable insight which supports / contributes to effective 
strategic planning at the regional level.  
 
The Superintendent assists the Department in the application of its Project Management 
Process Administrative Directive and participates in Committees (as and when required) 
that pertain to the activities of the Division and / or the Department as a whole. 
Additionally, the incumbent ensures that the services and supports they provide reflect / 
are aligned with Inuit Qaujimajatuqangit (IQ) principles. 
 

Organizational Structure: 
This position is one of five (5) positions reporting to the Executive Director.  The 
following is a complete list of all positions reporting to the Executive Director: 
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 Superintendent of Schools (x4); and  

 Manager, Finance & Administration. 
 
Subordinates 
The Superintendent supervises Principals of any of the twenty-two (22) schools within 
their School District (as assigned by the Executive Director). 
 

 
Nature and Scope: 
Qikiqtani School Operations is one of three regional school operations in Nunavut, each 
being a regional division of the Department of Education which is mandated to work 
collaboratively with community-elected District Education Authorities in order to ensure 
that the Education Program delivered in Nunavut schools is both effective and 
responsive to the needs of communities.  
 
The Superintendent is responsible for ensuring (through direct supervision of Principals) 
that the schools within their School District are delivering programming which align to 
Nunavut’s Education Program (which includes: curriculum, teaching and learning 
resources, assessments and supports for students).  Further to this, the incumbent 
works with Principals to ensure that the strategic direction, goals, objectives set out for 
the Region (by the Executive Director; Assistant Deputy Minister, Education; Deputy 
Minister; Minister; or others) are being pursued and adhered to. Strategic goals pursued 
by the Superintendent and others (e.g., school staff, communities, District Education 
Authorities (DEAs), etc.) include:  
 

 Finding solutions for increasing student attendance and ultimately full time 
enrolment;  

 Increasing school completion rates; 

 Improving literacy outcomes in Nunavut’s official languages;  

 Continually monitoring and supervising schools to ensure that the Education 
Program is being delivered in the manner directed by the Minister;  

 Work towards creating safer schools with culturally relevant, positive learning 
environments.  

 
In Nunavut, teacher and Principal turnover rates are high and a significant proportion of 
the staffing complement is comprised of beginner-level teachers and recently retired 
teachers from other parts of Canada. It is, therefore, imperative to ensure that teachers 
and new Principals are appropriately prepared to function effectively as a way of 
managing turnover rates. As a senior manager and educator in the Nunavut school 
system, the responsibility for ensuring all members of the education team (i.e.,  
Principals, teachers and other school staff) are provided with appropriate direction (in 
keeping with departmental philosophy) falls to the Superintendent. Additionally, the 
Superintendent plays a critical role in informing the Executive Director and other 
divisions such as Educator Development, Student Achievement and Partner Relations, 
etc. on the state of the delivery of the Education Program within Nunavut schools. This 
information enables collaborative and department-wide solutions to be sought to improve 
outcomes and supports schools to become more effective.  
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Nunavut has high expectations of its education system and aims to make it responsive 
to community needs. As it stands, there is currently an increased demand to make the 
education system more relevant to Nunavut’s values, culture, and language; while still 
responding to the educational needs of the population (the majority of whom speak 
English as a second language). In response to this need, the Department is working to 
ensure that Inuktut curriculum, teaching and learning resources and assessments as 
well as the training and support to utilize these are available to its Education Staff. The 
Superintendent acts as a key monitor to ensure that the materials, and practices 
required to support their successful use and implementation are being utilized. The 
Superintendent also works collaboratively with staff from the Educator Development 
Division to ensure that the ongoing training and supports available to school staff are 
relevant to their needs and are in support of improving student learning outcomes.   
 
The Superintendent, as part of their responsibilities, is expected to visit communities in 
order to: meet with staff and provide guidance and direction; inspect and monitor the 
development of staff and school-based activities; support Principals as needed; in 
collaboration with Partner Relations, interface directly with District Education Authorities 
(DEAs) to understand their and the communities’ needs; gather critical insight and data 
to feedback to the Region as a way of facilitating ongoing improvements to the 
Education Program and curriculum; etc. The Superintendent may collaborate with 
Educator Development or other staff to facilitate the delivery of training to school staff. 
Travel requirements may mean that the Superintendent is away from their home 
community for extended periods of time.  

 
Dimensions (2017/18)  
O&M Budget: $500,000 
Person Years: 0-22 (assigned Principals);  
Capital Budget: $0 
Spending Authority: $100,000 
Payment Authority: None 

 
 

Specific Accountabilities 
 

 Actively participating in the senior team responsible for implementing and reporting 
on the effectiveness of Nunavut’s Education Program: 

o Reporting on student achievement data and trends within their Region; 
o Reporting on staffing needs and educator development requirements in 

the Region; 
o Reporting on facility and resource needs in the Region.  

 

 Facilitating and ensuring the consistent implementation of Nunavut’s Education 
Program and curriculum across the Region; 

 Ensuring that regional and territorial goals and objectives are being met at the 
community level; 

 Ensuring the development and implementation of effective budget controls for the 
District Education Authority’s budget, as it relates to the activities of school staff: 

o Monitoring and evaluating school staff activities to ensure they are sufficiently 
undertaking their budgetary / financial responsibilities. 
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 Contributing to the development of key documents (e.g., Manuals, policies, 
procedures, etc.) that help to standardize and achieve the expectations of the 
Education Program set by the Department; 

 Leading and overseeing the monitoring and evaluation of all school programs in the 
Region: 

o Working with Principals, DEAs, school staff, and community members, to 
assess school and community needs and developing appropriate Education 
Program Plans and budgets to address those needs; 

o Overseeing the active and consistent collection of accurate regional data (e.g., 
enrolment numbers, graduation rates, financial / budgetary data, etc.); 

o Informing on regional trends to the Executive Director and other senior 
members of the department with a view to informing both regional and 
Nunavut-wide planning. 

  

 Providing expert advice on strategies to address operational and strategic challenges 
identified both within the Region and the Territory; 

 Preparing and delivering presentations at annual Principal /DEA Conferences or 
other events such as regional Socio-economic Monitoring Committee meetings; 

 Preparing / contributing to the preparation of briefing notes when requested; 
 Working with Principals to prepare draft annual school calendars and ensuring those 

calendars respect regulatory requirements (for DEA approval); 

 Providing or facilitating the provision of support necessary to enable Principals to 
undertake their responsibilities: 

o Overseeing the staffing process (i.e., recruitment, hiring, relocation, etc.) 
within the Region;  

o Working collaboratively with Educator Development in order to create of a full 
suite of: recruiting initiatives, orientation, program development, in-service 
leadership, management and administrative supports to address the needs of 
teaching and school administration staff; 

o Providing operational guidance, direction, support (i.e., resources, etc.) to 
ensure that the Department’s annual strategic plan, regional objectives, etc. 
are implemented in accordance with established expectations; 

o Providing direction to Principals to ensure they jointly develop and implement 
annual school goals with District Education Authorities, parents, and staff 
members; 

o Supervising and evaluating Principals in accordance with policy and the 
department’s professional development framework; 

o Assisting Principals to identify and organize staff development opportunities, 
undertake staff performance evaluations, deal effectively with staff 
performance concerns, etc. to enable the highest quality of service delivery; 

o Ensuring Principals are capturing and correctly reporting student achievement 
data and work collaboratively with Student Achievement Division and Policy 
and Planning to analyze and report on such data; 

o Ensuring Principals undertake reviews of capital assets and facilities to ensure 
their integrity (e.g., school buildings are safe and secure) and compliance with 
established standards (e.g., classroom capacity is not exceeded, etc.);    

o Overseeing the development of succession plans (in accordance with the Inuit 
Employment Plan) to ensure promotion of staff into Principal, Vice Principal, 
and leadership positions; 
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o Managing to ensure acceptable standards of program delivery and service 
support, and ensuring the consistent application of administrative procedures 
in schools. 

 
 As required, work collaboratively with Partner Relations Division ensuring District 

Education Authorities (DEAs) are provided with sufficient support to undertake their 
responsibilities as described in the Education Act and other applicable agreements, 
policies, etc.: 

o Working with Principals and DEAs on matters related to the Education 
Program and the needs of the community; 

o Working with Principals and DEAs to identify ways in which to address 
Education Program concerns and community needs;  

o Informing Partner Relations of concerns in order to ensure these are 
documented and consistently addressed.  

 

 Managing direct reports by: 
o Performing general supervisory tasks and associated mentorship / on-the-job 

coaching support at regular intervals; 
o Reviewing staff work on a regular basis to ensure established outcomes are 

achieved;   
o As appropriate, utilizing employee retention, succession planning, and 

vacancy management practices; 
o Conducting performance reviews (utilizing approved assessment tools and 

Professional Development Frameworks) to assess the extent to which 
mutually agreed upon objectives have been achieved; 

o Addressing employee performance issues and/or imposing progressive 
discipline as required; 

o Ensuring that staff duties and responsibilities are addressed particularly in 
situations where staff may be absent. 

 

 Participating in departmental and inter-departmental committees (e.g., School 
Operations committee; Student Achievement committee; Health, Safety and 
Wellness committee; Regulatory and Policy Development committee; Regional 
Socio-economic Monitoring committees, etc. as required; 

 Performing other duties as required. 

 

 
Knowledge, Skills and Abilities: 
 
The set of skills, knowledge, experience, and abilities required to successfully respond to 
the requirements of this position would normally be acquired through a Master’s Degree 
in Education ideally with a specialization in Education Administration. Further to this, the 
incumbent would have 5 years of an elementary and/or secondary education 
administration / management experience where they served as a Principal or a Regional 
Office administrator (e.g. Superintendent of Schools). 
 
Further to this, the incumbent would possess or be eligible for a Professional Teacher 
Certificate and a Nunavut Principal Certification and is enrolled in / is committed to 
completing the Certificate of Educational Leadership in Nunavut program.  
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Performance of these duties will occasionally require school visits.  As such, the position 
is considered a highly sensitive position and requires both a clean Criminal Record 
Check as well as Vulnerable Sector Check. 
 
The ideal candidate: 

 

 Current with prevailing theories, research, developments, trends, and best practices 
in the field of Education; 

 A thorough understanding of the Education Act and other applicable legislation, 
policies, procedures, agreements, directive informing the requirements of the 
Department;  

 Demonstrated understanding of Nunavut’s education / schooling system, Education 
Program and Curriculum, and Nunavut’s Inclusive schooling / Education initiative;  

 Knowledge and awareness of Inuit Qaujimajatuqangit / Inuit Societal Values and how 
to apply them to educational projects; 

 Understanding of the socio-economic and cultural environment in which the 
Department of Education operates and the skill to apply this knowledge when 
engaging in planning initiatives for the Department;  

 Effective skill in administration and management of staff in a multi-tiered regulatory 
environment; 

 Sensitivity to working in cross-cultural situations; 

 Knowledge of departmental philosophy, educational principles, beliefs, and 
pedagogy; 

 Demonstrated experience leading and addressing performance and labour relations 
issues (in a Public Administration capacity is seen as an asset); 

 Experienced Project Manager with a demonstrated understanding of the core 
principles / requirements underpinning effective project management;  

 The ability to manage multiple projects at one time, meet deadlines, and provide 
timely analysis of project progress;  

 Demonstrated leader capable of facilitating consensus building and mobilizing staff 
toward achieving departmental / organizational goals, objectives, commitments; 

 Strong understanding of policy, procedure, and program development including 
experience with program implementation and evaluation (experience acquired in an 
Education capacity is preferred);  

 Effective communication skills (written, verbal) with the ability to engage effectively 
with a range of stakeholders / audiences in varying capacities; 

 Ability to produce informative and usable reports that enable an organization to 
capitalize on opportunities to improve; 

 A sound understanding of management and leadership theories and exhibit a high 
degree of professionalism, tact, diplomacy, patience, and discretion;  

 Strong interpersonal and people management / managerial and supervisory skills 
inclusive of: 

o Demonstrated experience managing and motivating staff to effectively and 
efficiently deliver on responsibilities;  

o Demonstrated problem-solving (conflict management) abilities particularly as 
it relates to employee management; 

o Ability to mentor and facilitate staff development. 
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 Expert-level knowledge of, and experience developing and implementing strategic 
goals, programs, and services; 

 Familiarity with or have the capacity to become knowledgeable in the Department’s 
computerized systems and software with which they will operate on an ongoing 
basis.  


