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1. IDENTIFICATION 

Position No. Job Title Supervisor’s Position 

09-NEW Education Support Services  Coordinator Manager, Student Support 

 

Department Division/Region Community Location 

Education Student Achievement  Iqaluit HQ 

 

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

Reporting to the Manager, Student Support; the Education Support Services Coordinator 
(Coordinator) is responsible for facilitating the integration of services essential to inclusive education 
(which is an important aspect of Nunavut’s education program) into all activities of the Department and 
K-12 education program. In so doing, the incumbent will:  
 
The incumbent coordinates service delivery to support schools and school teams to meet the special / 
specialized needs of individual students and provides support to students’ families in accordance with the 
Education Act.  
 
The incumbent plays a key role in ensuring that the delivery (i.e., instruction) of Nunavut’s education 
program and the assessment offered in Nunavut schools are accessible to all students. This means 
ensuring that those students requiring supports, services, or adaptations in order to successfully meet both 
the curriculum standards established by the Minister of Education and the expectations set out in the 
Education Act are supported.  
 
Through the Coordinator, the Department demonstrates accountability to the Public for the quality of 
education programming offered to students in Nunavut, and its responsiveness to commitments assuring 
equitable access to education for all K-12 students in the Territory. Failure to provide the services 
delivered by the Coordinator can jeopardize the ability of students to graduate from Nunavut schools 
with the necessary knowledge and skills to become successful and self-reliant adults. 
 
The incumbent, through their activities, ensures that the Department adheres to / responds to the 
requirements outlined in the Education Act, Inuit Language Protection Act, Inuglugijaittuq 
Foundation Document, the Inclusive Education Handbook, and any other applicable legislation, policies, 
directives, handbooks, manuals, etc. 

 

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? 

The work of this position is guided by, and fulfills, the mandate defined through the inclusive education 
requirements of the Nunavut Education Act. This mandate is to provide high-quality bilingual education to 
every student (at all grade levels) which meets their individual learning strengths and needs, and is 
culturally relevant and based on a foundation of Inuit Societal Values and Inuit Qaujimajatuqangit.  As 
such, the Coordinator (under the direction of the Manager, Student Support) oversees the delivery of 
high-quality services which are designed to account for the requirements of and successfully support the 
needs of inclusive education for individual students. The objective of these services is to contribute to 
improved student achievement levels and increased student / parent satisfaction with the programs 
offered by and delivered in Nunavut schools (inclusive of home schools).  
 
The Coordinator works collaboratively with other divisional, departmental and school staff (student 
support program implementation and training coordinators, student support teachers, student support 
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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? 

assistants, ilinniarvimmi inuusilirijiit etc.) to identify areas of need and facilitate planning, communication, 
and implementation of legislation, policy, directives, and support procedures reflective of the Department’s 
inclusive education philosophy. They coordinate with other staff, partners and agencies, and provide 
programs, services, teaching strategies, and equipment to address the special learning needs of students in 
Nunavut (both system-wide and on a case-by-case basis).  
 
The Coordinator 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. 

 

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. 

The  Coordinator is responsible and accountable for:  

 Keeping current with research; educational theory; the activities related to student support 
implemented in other bicultural, bilingual, and inclusive schooling contexts; and sharing that 
information with other staff (e.g., teaching and school staff, home schooling providers, etc.); 

 Keeping current with the legislation, policies, directives, etc. speaking to the inclusive education 
initiative, Nunavut’s education program, home schooling requirements, student supports as it 
relates to students with special / specialized needs; 

 Researches the activities in other jurisdictions and works collaboratively with the Department of 
Health and other agencies in Nunavut to ensure that supports developed and implemented in 
Nunavut reflect best practices, are culturally relevant, and respond to the specialized / special 
needs of individual students.  

 Coordinating the ongoing implementation of inclusive education in Nunavut; 
o Coordinate the work of educational support services  (ESS) teams which includes student 

support program implementation and training coordinators, student support teachers, 
classroom teachers, student support assistants and ilinniarvimmi inuusilirijiit; 

o Participate in and/or support the staffing process of ESS teams, as requested, and the 
contracting of services; 

o Working with Regional School Operations and Corporate Services, coordinate and 
monitor the assignment and distribution of student support assistants; 

o Provide direct support and leadership to the ESS teams; 
o Collect and maintain records from the schools about interventions, supports and plans for 

student support; 
o Support the development, improvement and use of individualized student support plans; 
o Ensure, through monitoring, that parents/guardians of students with learning needs are 

consulted about the content of the individualized student support plans; 
o Manage and monitor the territorial ESS referrals process;  
o Analyze and approve equipment and technology requests for student-specific needs and 

coordinate and support the use of assistive technology where it is identified as part of a 
support plan; 

o Monitor and support the transition process (e.g. Kindergarten entry, elementary to middle 
school; middle to high school; and high school to work/post-secondary) for individual 
students; 

o Establish and maintain a collection of tools, materials and resources relevant to students 
with exceptionalities and promote inclusive practices for all; 
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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. 

o Work with the Student Assessment unit to manage and monitor assessment and 
exemptions requests; 

o Assisting the Student Support Program Coordinator with developing resources to support 
the Educator Development Division and Partner Relations division to in-service school 
staff (i.e., teachers, Student Support Teachers, Student Support Assistants, etc.), District 
Education Authorities, and others as appropriate (e.g., home schooling providers) to 
increase their familiarity with inclusive education theory and instructional approaches 
such as differentiated instruction;  

o Assisting with the development and making available templates and processes (e.g., 
individual student support plan templates and processes for accessing specialized 
services) and support materials (e.g., in-service plans, parent information packages, etc.). 

 
 Assisting the Student Support Program Coordinators with conducting research to gather and 

analyze data related to student support services in Nunavut  and the degree to which the 
department is  addressing the needs of  Nunavut schools and students: 

o Conducting research to identify the extent to which the inclusive education initiative has 
been adopted across the Nunavut K-12 schooling system; 

o Reporting on the scope of needs among children in Nunavut schools, the level to which 
the objectives of the inclusive education initiative and the Education Act are being met, 
and implications for support services (long and shorter-term); 

o Engaging with the Student Assessment unit, Educator Development, Curriculum 
Development, Resource Services, Corporate Services, schools, and other stakeholders to 
understand / identify areas where student supports may be needed; 

o Ensuring that schools/students have access to specialized services and equipment to meet 
their specific needs; 

o Identifying, implementing, and monitoring strategies to involve parents and families in 
providing adjustments and supports or enrichments; 

o Monitoring student achievement outcomes in student support programs to determine long-
term program/project effects and implications; 

o Advising the Student Assessment unit on the types of adaptations required to support 
students during assessments / evaluations; 

o Analyzing the effectiveness of existing services and strategies for the purpose of 
improving models and for program improvement and accreditation; 

o Identifying the needs for staff training and develop resources for Educator Development 
to use for appropriate training programs and presenting proposals to meet those training 
needs;  

o Advising Policy and Planning in relation to the content of new authoritative documents 
ranging from regulations, policies and directives associated with inclusive education or 
student supports.  

 
 Collaborating with the Student Support Program Coordinators and the Resource Services division 

in the design and development of culturally relevant and accessible tools, materials and resources. 
following the established development pathway (i.e., process / procedures) in place in the Student 
Support unit inclusive of: 

o Ensuring resources, materials, programs align to legislation (e.g., Education Act, Inuit 
Language Protection Act), policies, directives, IQ principles, language requirements, the 
requirements inclusive education, etc.; 

o Developing communication materials to support appropriate piloting of supports, 
resources, materials, programs, etc.; 
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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. 

o Collecting performance data during the piloting phase and identifying opportunities to 
enhance the utility / applicability of supports, resources, materials, programs, policies, etc.; 

o Finalizing supports, resources, materials, programs, etc. and help develop the necessary 
training (in-service) support to ensure successful implementation; 

 
 Maintaining detailed records relating to all aspects of student support development, 

implementation, monitoring inclusive of: minute meetings, decisions, plans, reports, data, and 
correspondence; 

 Providing professional advice to ensure that the Student Information System or other systems as 
developed collects, monitors, and reports on student support data using forms and tools that are 
appropriate for Nunavut; 

 Informing the Manager, Student Support and the Director, Student Achievement and others 
(e.g., Manager, Student Achievement; Assistant Deputy Minister, Education; Deputy Minister, 
etc.) as appropriate of issues that require their attention; 

 Responding to requests for information from the Manager, Student Support and the Director, 
Student Achievement and others as and when required; 

 Contributing to the development of briefing notes, response letters to inquiries, Minister’s Speaking 
Notes, Financial Management Board submissions, business cases and press releases as 
requested; 

 Contributing to the development of proposals for third party funding to support projects; 
 Identifying opportunities, both within and external to the Student Supports unit, to enhance service 

delivery and improve overall efficiency and effectiveness; 
 Contributing to / active involvement in the development of policies, procedures, guidelines, 

directives for the Student Support unit; and, 
 Participating in inter-jurisdictional committees, working groups, etc. as assigned and required; 
 Performing other duties as required. 

 

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. 

The knowledge, skills, and abilities required to successfully fulfil the requirements of this position come 
from a Bachelor’s degree in Education (a Master’s degree in Education in Inclusive Education, 
Curriculum, or a related field would be an asset) and a minimum of 3 years of experience working at any 
level within a school system where the incumbent acquired experience providing / coordinating student 
support and / or developing/delivering programs to benefit students or improve staff skills and knowledge.  
 
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. 

 
In addition, the ideal candidate has the following knowledge, skills, and abilities:  

 
 Knowledge of the educational theory and recent research around inclusive education, special needs, 

learning and brain theory, language acquisition and child development; 
 Knowledge of relevant legislation (i.e., Education Act, Language Protection Act, Inuglugijaittuq 

Foundation Document etc.) and current with management theory and practice; 
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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. 

 Sound understanding of Nunavut’s requirements when it comes to home-schooling; 
 Knowledge of departmental philosophy, educational principles, beliefs, and pedagogy, particularly with 

regard to inclusive education; 
 Knowledge and experience with a wide variety of teaching approaches and methodologies such as 

differentiation, particularly those appropriate in bilingual contexts;  
 Knowledge of bilingual/bicultural education, models of instruction, and community / culture-based 

education; 
 Knowledge of Inuit Qaujimajatuqangit and how to apply it to education and inclusive education; 
 Knowledge of community and culture-based education and community development approaches; 
 Sound understanding of challenges students in Nunavut face (inclusive of special needs 

requirements); 
 Demonstrated aptitude conducting large scale research projects and applying research findings to 

build best practice systems / tools / supports;  
 Sound understanding of managing organizational change and how to help individuals and groups of 

educators manage change in their schools and individual classrooms; 
 Demonstrated experience developing, modifying, and implementing support programs, individual 

student support plans, resources, materials, policies, directives, etc.; 
 Excellent communication skills (both written and verbal);  
 Familiar with or capable of becoming familiar with and effectively utilizing the Department’s 

computerized systems and software;  
 Skilled in developing and working with teams and participating in shared leadership situations; 
 Skilled in organization and time management; 
 Skilled at workshop design and facilitation;  
 Skilled project manager capable of managing a program or project budget;  
 Ability to be innovative and effectively / efficiently resolve problems; 
 Ability to work independently, demonstrating a high degree of personal initiative and sound judgement; 

and, 
 Ability to work under tight timelines and meet deadlines. 

 

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. 

The incumbent works, predominantly, in a climate controlled space with little or no apparent discomforting 
conditions. That said; the incumbent has a heavy workload which may require long and busy hours 
inclusive of completing overtime hours. This may contribute to fatigue and / or physical stress; however, 
the incumbent does have the opportunity to take breaks in order to avoid fatigue or muscle stiffness. 
 
It should also be noted that the incumbent will be required to travel from time to time for a number of 
reasons including facilitating workshops (which may call for the handling / transporting of heavy 
materials).  As such; this may contribute to both physical and mental stresses. 
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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. 

Work is performed in a normal office environment. Background noise such as telephones may cause 
some distractions and may result in difficulty concentrating. It should be noted that this position does 
require travel; the incumbent will be required to travel to southern jurisdictions and small communities in 
Nunavut. 

 

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. 

Accuracy is critical to the work undertaken by the incumbent; as such, it is likely that the incumbent will 
experience prolonged and intense periods of concentration when carrying-out their responsibilities. Much 
of the work performed by the incumbent is done on computer.  This along with tasks involving reviewing 
data, reviewing policy and legislation, proof-reading student supports to ensure alignment with legislative 
and policy requirements, etc. may result in eye strain. Further to this, the job also requires the incumbent 
to regularly move about the office and speak on the phone for long periods of time. These may all 
contribute to stress. 

 
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 works with diverse interest groups and is expected to manage several projects at one time 
while ensuring that deliverable timelines are met as scheduled. The workload is open-ended, with many 
demands for input; as such, the position requires the ability to work with multiple interruptions and the 
multiple / competing priorities of individuals who make high stake decisions based on the work of the 
incumbent. The incumbent must be able to start from scratch, get community input, and pull together ideas 
into comprehensive programs. 
 
The position carries several stress factors including the size of the portfolio, the extent to which it involves 
implementation of new policies and procedures, as well as the importance of the work undertaken to the 
success of children and youth requiring supports in Nunavut schools. This can all contribute to stress and 
mental strain. 
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7.  CERTIFICATION 
 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

 

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”. 


