
  

If you are interested in applying for this job, please email your cover letter and resume to 

GNHR@gov.nu.ca. Please include the REFERENCE # in the subject line of your email. 
 

 The Government of Nunavut is committed to creating a more representative workforce so it can better understand 
and serve the needs of Nunavummiut. Priority will be given to Nunavut Inuit. Candidates must clearly identify their 
eligibility in order to receive priority consideration under the Nunavut Priority Hiring Policy. 

 Employment in some positions requires an acceptable criminal record check. Possession of a criminal record will 
not necessarily disqualify candidates from further consideration. 

 Applicants may submit their resume in the Official Language of their choice. 

 Eligibility list may be created to fill future vacancies. 

 Job descriptions may be obtained by fax, email or on the website. 

 Only those candidates selected for an interview will be contacted. 
 

 CONTACT:  Department of Finance, Government of Nunavut 

PO Box 1000, Station 430, Iqaluit, Nunavut X0A 0H0 
  www.finance.gov.nu.ca  

 

Phone:  (867) 975-6222    
Toll Free: 1-888-668-9993 
Fax:   (867) 975-6220  
Email:   gnhr@gov.nu.ca 
  

GOVERNMENT OF NUNAVUT   
EMPLOYMENT OPPORTUNITY 

  

 
Title: Secretary école des Trois-Soleils  Salary: $ 63,804 per annum, 37.5 hour/week  
Department: Education  Northern Allowance: $15,016 per annum  
Community: Iqaluit   Union Status: Nunavut Employees Union 
Reference Number: 09-505135  Housing: Subsidized Staff Housing is not Available 
Type of Employment: Indeterminate 
 

 
 
 

Closing date: January 4, 2019  @ 12:00AM EST  

This is a Highly Sensitive Position and a satisfactory Criminal Record Check, along with a clear 
Vulnerable Sector Check is required. 

 
 

This employment opportunity is open to all applicants. 
 
 
Reporting to the Principal of école des Trois-Soleil the School Secretary is responsible for 
providing a liaison between the public and the school, as well as coordinating appropriate 
documents to the regional education office, CSFN. This position is expected to maintain all 
record keeping for the school and staff and over all proficiency of the school. She or he answers 
the phone and performs general office work, including typing, filing, record keeping and other 
functions under the authority of the principal. 
 
The incumbent is responsible and accountable for: greeting visitors, maintains student and staff 
records in the various data systems; prepares and keeps admission records up to date; 
performs data input, correction and layout of all kinds of documents; monitors budgets and 
allocates expenses according to established procedures and guidelines; performs purchases 
and maintains inventory and archives up to date. The incumbent must prepare classrooms’ lists 
using the File Maker Pro regional database; handle incoming and outgoing mail and 
merchandise; manage local school programs (breakfast/snacks), monitor and record annual sea 
lift activities. The incumbent must communicate with substitutes and other substitute attendants 
to ensure the availability of staff. 
 
 
The successful candidate should have completed an office procedure course at Nunavut Arctic 
College or grade 10 equivalency and at least 2 years of experience in a related field. The 
incumbent must have typing skills in French and English, good knowledge of computerize tools 
such as Word, Excel, Filemaker Pro, Qaujisaut, FirstClass. The ability to communicate in 
French and English is required for this position. 
 
The Official Languages of Nunavut are Inuktitut, Inuinnaqtun, English and French. Knowledge of 
Inuit language, communities, culture, land and Inuit Qaujimajatuqangit is an asset.  
 
 
Equivalencies that consist of an acceptable combination of education and experience may be 
considered.  
 
 

 
 
 
 
 

 An eligibility list may be created to fill future vacancies. 
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