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1. IDENTIFICATION 

Position No. Job Title Supervisor’s Position 

09-10739 Legislation Analyst Director, Policy and Planning 

 

Department Division/Region Community Location 

Education Policy and Planning Iqaluit Headquarters 

 

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

Reporting to the Director, Policy and Planning (Director); the Legislation Analyst supports the 

Department to appropriately describe its responsibilities (as expressed in legislation) and ensure the 

Department’s current and ongoing responsiveness to those legislated responsibilities. Specifically, the 

incumbent is accountable for the interpretation and communication of existing legislated responsibilities, 

and contributing to the development and implementation of new legislation for the Department. In so 

doing, he / she plays a pivotal role in ensuring that the Department achieves its mandate in the most 

effective and efficient way possible.  

 

It is through the Legislation Analyst that the Department is able to effectively: (a) respond to obligations 

under the Education Act, Inuit Language Protection Act, Official Languages Act, Access to Information 

and Protection of Privacy Act (ATIPP), ATIPP Responsibility Protocol, the Authoritative Document 

Management Directive, the Department Committee System Directive, and other applicable legislation, 

regulations, directives, policies, etc.; and (b) contribute to ensuring that the Minister; Deputy Minister; 

Assistant Deputy Minister, Education; and others effectively represent the educational interests of the 

Department within the Government, the Territory, nationally, and internationally 

 

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 Policy and Planning Division plays a critical role in managing the review and development of 

legislation governing the operations of the Department. The Legislation Analyst plays a significant role 

in helping the Department achieve this objective; the work undertaken by the incumbent creates the 

policy foundation for the revision of existing legislation and the development of new legislation 

(including Acts, regulations, and others). In so doing, he / she is accountable not only for understanding 

the full scope of the Department’s legislated responsibilities but also for supporting others within the 

Department to understand those responsibilities.  Further to this, he/she is accountable for ensuring the 

adoption of a measured (i.e., consideration / evaluation / assessment of a full range of options for 

proposed policies and legislation) approach to policy and legislation development.   

 

The broad policies/legislation developed and assessed by the incumbent governs the Department’s 

activities and programs and services it provides. As such, the incumbent must conduct their work in a 

methodical and focused way whilst using a consultative approach that engages the Division’s Policy 

Analysts and other divisional staff, the Directorate and other departmental staff as appropriate (e.g., 

senior management), the Department of Justice, and external contractors and stakeholders. 

 

The Legislation Analyst 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. 
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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. 

The Legislation Analyst is responsible and accountable for:  

 

 Functioning as the Department’s knowledge expert on legislation and policy-based matters; 

 Developing communication / guidance materials to ensure departmental staff are aware of the 

Department’s responsibilities as expressed in legislation; 

 Researching, analyzing, and evaluating education legislation/policy, strategies, management 

approaches, etc. from other jurisdictions to identify best practices; 

 Monitoring the broad education policies and priorities of the Government as expressed in legislation 

regulations, the policy manual approved by the Executive, and any reports and documentation to 

ensure consistency across the Department’s policies, programs, services, activities; 

 Providing advice to the Department’s senior management and staff on issues relating to the 

Department’s legislative responsibilities, policies, programs, practices, etc. particularly with respect 

to education planning and management; 

 Identifying areas where the Department may need to fill legislative and policy gaps:  

o Analyzing pertinent documents (e.g., research reports and studies, Legislative Assembly 

debates, report of Special Committees of the Legislative Assembly, policies and motions 

from District and Divisional Education Bodies, Public Colleges, and, land claims 

organizations, etc.) to identify: (a) items likely to impact the Department’s legislative 

responsiveness, (b) the need for amendments to existing policies / legislation, and (c) the 

need for new policies / legislation; 

o Engaging with Policy Analysts to identify policy and legislation needs; 

o Organizing and supporting Steering Committees (comprised of Department staff and external 

stakeholders) to guide legislative reviews; 

o Identifying the short (1-3 year) and longer-term (5 year) legislation and policy priority needs 

in consultation with the Director; 

o Preparing work plan(s), in relation to identified priorities, for the development of legislation, 

regulations, and broad education policies in co-operation with the Director, Policy and 

Planning; Manager, Policy; Policy Analysts; Assistant Deputy Minister, Education; Deputy 

Minister; and others as appropriate; 

o Participating in / contributing to the scoping of work that may be contracted out; 

o Actively supporting the Director with oversight of third party contractors / contracts (as 

appropriate). 

 

 Leading / coordinating the development of legislative proposals for new or revised education 

legislation; 

 Researching and synthesizing information on policy topics related to a given legislative project, 

drawing on a wide range of sources and fairly representing a wide range of opinions and options on 

each topic; 

 Working with the Communications Division to create a communication strategy for legislation 

consultations, legislation review and implementation; 

 Organizing and actively participating in community consultations (this will likely involve travel to 

other communities) and consultations with other interested parties (e.g., the general Public, education 

agencies, etc.) to identify the policy issues involved in the legislative project(s) undertaken; 

 Working in consultation with the Director, managers in impacted program areas, the Department of 

Justice, and others as appropriate (e.g., the Deputy Minister) to assess, analyze, and identify policy 
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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. 

options to address the findings from consultations; 

 Ensuring that a full range of options are considered for proposed policies and legislation as a way of 

mitigating risk; 

 Creating policy documents for discussion on legislation issues; 

 Organizing policy decisions and preparing policy summaries to form the basis of drafting 

instructions; 

 Overseeing and providing input / advice / support to the Department of Justice on an ongoing basis 

on the drafting of applicable legislation, regulations, administrative procedures, etc.; 

 Facilitating internal policy development related to the drafting of new legislation and coordinating 

legislation Working Groups as required; 

 Consulting, co-ordinating, and working in partnership with other Departments to implement 

government strategic directives and enable more effective program / service development and 

delivery; 

 Ensuring that senior management and applicable staff are fully informed throughout the process of 

developing education policies and legislation; 

 Participating in and /or  coordinating working groups of partners / committees focused on policy 

matters (e.g., Regulatory and Policy Development committee, ACDEME Governance Committee, 

Policy Officials Committee);  

 Synthesizing and presenting information in a variety of formats to meet the needs of various 

audiences; 

 Contributing to the preparation of briefing notes, ministerial statements, and other documents as 

required; 

 Informing the Manager and the Director, Policy and Planning of issues that require their attention; 

 Responding to requests for information from the Manager and the Director, Policy and Planning as 

and when required; 

 Identifying opportunities, both within and external to the Policy and Planning Division, to enhance 

service delivery and improve overall efficiency and effectiveness; 

 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 may 

come from having a Bachelor’s Degree in one of the following fields: public administration, law, 

political science, or a related field, and two years of related work experience. Applicable work-related 

experience would include: legislation and policy research, development, and analysis; project 

management in a Public Sector (government) environment; and / or work related to major topic areas 

covered by legislation likely to be under review by the Department.  A Master’s degree would be an 

asset. Equivalencies will be considered. 

 

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. 
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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. 

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

 

 Understanding of the Nunavut operational context (i.e., community and territorial social, economic, 

and political issues) and how the Policy and Planning Division fits into that system; 

 Understanding of the process involved in developing legislation, policy, administrative procedures, 

etc.; 

 Experience in policy and legislation analysis including demonstrated knowledge of legislative / 

policy frameworks, experience working in an environment comparable to the Policy and Planning 

Division where the incumbent successfully undertook work similar to that required of the Division / 

Department;  

 Sound understanding of the relevant legislation guiding the activities of the Department (i.e., 

Education Act, Nunavut Land Claim Agreement, Inuit Language Protection Act, Student Support 

Policy, the Inclusive Education Handbook, etc.); 

 Skilled technical writer capable of producing policies-based documents, legislation drafting 

instructions, etc. to the standard required by the Department; 

 Understanding of government decision-making processes (policy, fiscal, statutory) including related 

issues such as guidelines on Cabinet submissions, business planning budget processes is an asset; 

 Knowledge of Inuit, circumpolar, and aboriginal education structures and issues including political 

and constitutional development and traditional knowledge issues; 

 Working knowledge of the Department’s philosophy, educational principles, beliefs, and pedagogy; 

 Knowledge and awareness of Inuit Qaujimajatuqangit and how it is applied it to education and 

inclusive education; 

 Proven capability to plan for and conduct large scale research projects and apply research findings to 

build best practice systems, policies, approaches, etc.;  

 Experience leading successful consultation sessions / workshops involving a range of different 

stakeholders (inclusive of the Public and stakeholders with a political interest); 

 Proven experience designing data collection instruments (e.g., surveys, etc.), carrying out effective 

(i.e., fair, logical, robust) assessment of data findings (e.g., data synthesis, manipulation, analysis), 

and producing effective, informative, and targeted reports;    

 Demonstrated experience producing strategic communication (e.g., briefing notes, presentations, 

etc.) for distribution to varying audiences; 

 Methodical and detailed-oriented with proven research, analysis, and problem-solving skills; 

 Excellent project management skills, leadership, and team building skills with proven experience 

planning and delivering projects within timelines and budgetary limits; 

 Ability to work collaboratively; experience with team management, facilitation techniques, 

consensus building, mediation and conflict resolution; 

 Ability to demonstrate a high degree of personal initiative; 

 Sensitivity to working in cross-cultural situations; 

 Excellent communication (verbal, listening, written) skills (i.e., capable of communicating in a 

bilingual / bicultural context, ability to convey complex ideas and information using lay terms, 

understanding of the importance of tact and diplomacy when communicating, etc.); 

 Ability to speak in multiple official languages is seen as an asset; 

 Commitment to excellent customer / client service, proven understanding of the principles of 

excellent customer / client service, and demonstrated experience applying those principles; 

 Ability to work under tight timelines and meet deadlines; 

 Familiar with or capable of becoming familiar with the computer systems and software used by the 
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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. 

Department. 

 

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 may be required to work in high pressure situations, with very tight deadlines, sometimes 

on weekends or evenings (depending on timing of an event). This may result in physical fatigue. There 

are long periods where the incumbent is seated at a computer; this can cause back and muscle strain. 

Travel may be involved with the travel disruptions associated with northern weather. 

 

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. That said, this position works with 

politically sensitive responsibilities and may involve public scrutiny. This combined with fixed deadlines 

and large, complex projects can cause stress. 

 

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 work undertaken by the incumbent (i.e., the drafting of legislation) requires a great deal of accuracy. 

 As such, he / she will spend prolonged and intense periods of time focusing and concentrating on: 

technical review of documents, drafting materials, and engaging with stakeholders / partners from a 

range of cultural backgrounds and with a diverse set of interests.  With that in mind, it is likely that the 

incumbent will be required to manage several projects, requests, etc. from a diverse group of 

stakeholders at any given time whilst still meeting critical deadlines. It is also likely that the incumbent 

will spend a considerable amount of time on the phone providing support to senior management and 

others as appropriate. These may all contribute to stress on eyes and general 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 operates in a fast-paced, changing environment, and will require a stable and calm 

demeanour when faced with politically complex and time-sensitive deadlines and issues. The variety and 

volume of work presents a challenge in setting and shifting priorities on a daily basis while remaining on 

track with long-term planning and the development of legislation. The incumbent will be expected to 
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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. 

provide timely advice and assistance on legislation matters within very tight deadlines. The collective 

demands of this position are likely to contribute to mental stress. 

 

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”. 


