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1. IDENTIFICATION 

Position No. Job Title Supervisor’s Position 

09-02744 Controller Director, Corporate Services 

 

Department Division/Region Community Location 

Education Corporate Services Iqaluit HQ 

 

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

Reporting directly to the Director, Corporate Services (Director); the Controller is tasked with the 

strategic leadership, management, and administration of the Financial Operations Unit (in keeping with 

its mandate) and is ultimately accountable ensuring the Department’s financial viability and efficacy in 

any given year. He / she is responsible for the administration and implementation of the Department’s 

annual budget cycle along with development of the Department’s Business Plan and Main Estimates.   

 

The incumbent has full accounting authority and is responsible for developing and managing an 

Operations and Maintenance (O&M) budget and assisting with the development of the Capital 

Estimates.  As such, it is their responsibility to establish an environment of financial accountability 

where staff understand their responsibilities and operate in a manner that positions the Department to 

continue to achieve its goals as a financially responsible organization.    

 

The incumbent, through their activities, ensures that the Department adheres to / responds to the 

requirements outlined in the Education Act and Regulations, Financial Administration Act, Financial 

Administration Manual, contribution agreements, collective agreements, and any other applicable 

legislation, regulations, policies, directives, procedures, 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 Controller provides supports and services to all departmental staff as part of their responsibility to 

ensure the Department operates within established financial management and reporting requirements. 

The duties and functions undertaken by incumbent have a significant impact on all of the Department’s 

operations.  He / she: 

 

• Provides the professional expertise necessary to ensure that the Department is in control of its 

annual O&M and Capital budgets;  

• Ensures a coordinated and consistent approach (across the Department and stakeholder 

activities) to financial management and reporting;  

• Provides strategic insight on ways in which to: reduce departmental risk; strategically 

distribute departmental resources so that operational needs and priorities are best met; improve 

the efficiency and effectiveness of financial management and reporting; 

• Ensures the Department’s activities adhere to prescribed legislative, policy, etc. requirements 

and best practices. 

 

The Controller, supervises subordinate positions and is required to perform supervisory duties 

including: directly assigning work, assessing employee performance, and dealing with performance 

issues which may arise. 

 

The Controller supports the Department in the application of its Project Management Process 

Administrative Directive and participates in Committees (as and when required) that pertain to the 
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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? 

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 Controller is responsible and accountable for: 

 

• Functioning as the Department’s principle contact on financial matters with full accounting 

authority; 

• Providing strategic leadership, administration, management, and oversight of the Division’s 

Financial Operations Unit and the Department’s finance activities: 

o Establishing goals, objectives, and performance indicators; evaluating / assessing the 

Department’s ability to deliver on expected results; and identifying strategies to improve 

efficiency and effectiveness; 

o Developing annual strategic / critical path forward to effectively deliver on the 

Department’s financial commitments;  

o Effectively and efficiently managing the annual budget assigned to the Unit in accordance 

with the requirements of the Financial Administration Act and departmental policies; 

o Providing strategic insight into the needs of the Unit and Department; 

o Providing estimates on future budgetary needs. 

 

• Actively engaging with the Department of Finance to identify opportunities to: (a) ensure ongoing 

compliance with new and evolving requirement, and (b) enhance the responsiveness of the 

Department of Education’s activities; 

• Assessing the adequacy of financial controls to ensure audit requirements: 

o Working closely with divisional staff and other finance staff to ensure accurate use of the 

Government’s financial systems;  

o Establishing and facilitating implementation of budget control processes and procedures in 

across the Department (inclusive of regional offices) and stakeholder organizations (e.g., 

DEA/CSFN offices, schools) to ensure expenditures align with the requirements outlined 

in applicable legislation, policies, directives, etc.; 

o Ensuring the financial controls required to account for annual contributions to third parties 

are in place and adhered to; 

o Ensuring systems are in-place to store financial data, supporting documentation (e.g., 

receipts, etc.), reports, Plans, etc.; 

o Carrying-out periodic audits to ensure the Department’s budget controls are effective; 

o Overseeing the provision of support (in consultation with the Partner Relations Division) to 

DEAs / CSFN; 

o Undertaking the steps necessary to address system irregularities and improve effectiveness.  

 

• Ensuring all applicable staff are aware of the Department’s financial and accounting 

responsibilities: 

o Ensuring that staff are notified of all legislated, policy, etc. financial management and 

reporting responsibilities assigned to the Department and its stakeholders (e.g., schools, 

DEA / CSFN offices, etc.); 

o Overseeing and informing the development and administration of policies and procedures 
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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. 

(to guide the activities of the Unit, Regions, schools, DEA / CSFN offices, etc.); 

o Overseeing the development of tools and resources (e.g., manuals, guidelines, handbooks, 

forms, templates, etc.) to assist staff to successfully and consistently respond to 

responsibilities;  

o Overseeing and informing the development of in-service training; 

o Participating in staff training and in-servicing. 

 

• Overseeing and managing the development of the Department’s Business Plan: 

o Reviewing financial data and reports to identify resource requirements; 

o Engaging with divisional staff, senior management, and others (e.g., Regional School 

Operations; Policy and Planning, Partner Relations, Educator Development, Curriculum 

Development, Student Achievement divisions; etc.) to identify resource requirements; 

o In consultation with senior management (e.g., Director; Assistant Deputy Minister, 

Education; Deputy Minister; Executive Directors of Regional Operations; etc.) developing 

a priority list of activities to be undertaken by the Department in the upcoming year(s); 

o Overseeing research to scope and cost the priorities; 

o In consultation with senior management (e.g., Director; Assistant Deputy Minister, 

Education; etc.) finalizing the list of priorities; 

o Assisting Policy and Planning with developing the Department’s approved Business Plan 

and ensuring submission to the Department of Finance in accordance with established 

requirements. 

 

• Overseeing the analysis of individual and collective budget variances with a view to: (a) 

identifying opportunities to address variances, (b) providing strategic direction to ensure the 

Department remains within its targeted budget; 

• Ensuring departmental staff with financial management and reporting responsibilities are kept 

informed of the status of their operational and program budgets; 

• Keeping the Director, Deputy Minister, and senior management informed of the fiscal health of the 

Department, respective Divisions; 

• Advising (as appropriate and necessary) on the funding formula for schools to ensure that adequate 

levels of resources are provided (e.g., resources are sufficient for the provision of educational 

programming); 

• Developing policies and procedures to ensure third party funding opportunities and resources are 

maximized; 

• Overseeing and guiding investigations into financial irregularities and bringing forward 

recommendations to address any shortcomings in financial control; 

• Ensuring third party auditors are provided with the data they require as and when required; 

• Identifying areas where staff training and professional may be required; 

• Directing the development of the financial reporting and planning documents within the framework 

established by the Department of Finance (e.g., annual Main Estimates, Financial Management 

Board (FMB) submissions, Year-End Directives, etc.): 

o Directing the preparation of reports to senior management on the status of each 

DEAs/CSFN’s financial stability including recommending appropriate interventions where 

necessary; 

o Directing year-end activities such as managing the contract for DEA audits, providing 

direction and approval of DEA audited financial statements and preparing the audits for 

consolidation to the Public Accounts. 

 

• Managing direct reports by: 
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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 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 goals and objectives are 

achieved;   

o As appropriate, utilizing employee retention, succession planning, and vacancy management 

practices; 

o Conducting performance reviews 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 Developing and implementing staff training plans; 

o Ensuring that staff duties and responsibilities are addressed particularly in situations where 

staff may be absent. 

o Ensuring that progressive discipline is used as necessary. 

 

• Preparing for and appearing in Standing Committee and Committee of the Whole and Ministerial 

briefings; 

• Contributing to the preparation of reports, correspondences, Briefing Notes, etc. as needed; 

• Informing the Director of issues that require their attention; 

• Responding to requests for information from the Director and others as and when required; 

• Identifying opportunities, both within and external to the Division / Department, to enhance service 

delivery and improve overall efficiency and effectiveness; 

• Actively participating in committees (e.g., Financial Management Committee, Project Management 

Boards; etc.) and representing the Division at meetings, seminars, workshops and conferences 

dealing with matters pertaining to the effective financial planning and administration; 

• Acting in the Director’s stead as and when 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 measureable 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 are 

obtained through: 

• An undergraduate Degree in Business Administration/Commerce, Finance/Accounting or 

similar; 

• The completion of recognized professional accounting designation (CPA); 

• Minimum of five (5) years of progressive accounting experience including two (2) years of 

progressive managerial experience; 

• The ability to speak more than one of Nunavut’s official languages is an asset. 

• An acceptable combination of related education, training and experience may be considered 

 

This position is considered a Position of Trust.  

 

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

 

• Sound understanding of Generally Accepted Accounting Principles and Public Sector Accounting 

Standards; 
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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 measureable 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. 

• Proven experience applying best practices in the field of general finance and accounting; 

• Experience successfully managing significant operational budgets (comparable to the size of the 

Department’s) to deliver on expectations;  

• Experience successfully organizing and carrying-out financial audits; 

• Previous experience successfully operating in a strategic leadership position where the incumbent 

was required to manage and balance the expectations of a diverse set of stakeholders and interested 

parties; 

• Working knowledge of the Nunavut educational system / operational environment; 

• Familiar with the Education Act and Regulations, the Financial Administration Act, and applicable 

legislation, policies, regulations, procedures, directives, etc.; 

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

• Knowledge and awareness of Inuit Qaujimajatuqangit; 

• Experience working in a regulatory environment where the incumbent acquired experience 

reviewing, interpreting, and monitoring activities relative to legislated / regulatory requirements; 

• Familiar with government decision-making processes; 

• Proven experience successfully working with prevailing accounting / financial / payroll software, 

systems, application, tools, etc.; 

• Demonstrated aptitude undertaking large and discrete research projects applying a principled 

methodological approach;  

• Demonstrated ability to build best practice systems / approaches / policies / procedures;  

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

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

• Proven experience proposing recommendations on complex issues to staff / senior management with 

a view to informing organizational actions and reducing exposure to risk; 

• Excellent supervisory and leadership skills where the incumbent acquired experience as a mentor 

and coach; 

• Demonstrated experience producing strategic communication (e.g., briefing notes, reports, etc.) 

for distribution to varying audiences; 

• Critical thinker with the ability to: (a) analyze and recommend appropriate actions / strategies, 

policies, guidelines, directive, procedures; (b) assess and manage complex and potentially 

sensitive issues; (c) effectively identify and manage risk situations;  

• Skilled at developing and working with teams and participating in shared leadership situations; 

• Skilled facilitator / trainer; 

• Highly skilled project manager capable of managing a program or project budget and balancing 

multiple competing priorities;  

• Experience managing contractors; 

• Ability to work under tight timelines and meet deadlines; 

• Detailed-oriented, methodical, organized; 

• Demonstrated leadership, team management and conflict resolution skills;  

• Skilled in the preparation and delivery of training tools, materials and workshops targeted to a 

range of audiences; 

• Ability to multi-task and work in a fast-paced environment; 

• Ability to work both independently and collaboratively, with initiative and sound judgement; 

• Ability to participate in an informed and sensitive manner as a member of a cross-cultural team; 

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

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

• Familiar with or capable becoming familiar with and effectively utilizing the Department’s 
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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 measureable 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. 

computerized systems and software. 

 

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 has a heavy workload and may, at certain times of the year, deal with a heightened 

demand for support where the timeline to deliver on requests are very tight.  This may require work on 

weekends or evenings to ensure tasks are completely on-time. 

 

Further to this, there are long periods where the incumbent is seated at a computer carrying-out work 

tasks.  This can contribute to back and muscle strain. 

 

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 along with conditions that disrupt regular work schedules and include travel 

requirements.  

The incumbent works in a normal office environment where they are exposed to the normal 

interruptions of an office environment (e.g., background noise, impromptu meetings with team 

members, etc.).  This can be somewhat distracting and pose a challenge to concentration. 

 

Further this, this position will be required to travel (on a somewhat frequent basis and for varying 

lengths/durations) to communities across Nunavut. While on travel, the incumbent will likely be 

exposed to environmental conditions that are not the same as their home community. 

 

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, hearing, and judgement / accuracy.  It may 

include concentrated levels of attention to details through one or more of the incumbent’s senses. 

The work undertaken by the incumbent requires a great deal of coordination, strategic thinking, and 

accuracy.  As such, he / she will spend prolonged and intense periods of time focusing and 

concentrating on: conducting research, analyzing data, engaging with staff and stakeholders with a 

diverse set of interests, and making recommendations to mitigate risk and enhance operational and 

financial efficiency.  With this in mind, it is likely that the incumbent will be required to manage 

several projects at any given time whilst still meeting critical deadlines (i.e., annual reporting 

deadlines). These may all contribute to stress. 

 

 

 

Mental Demands 
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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. 

The work performed by the incumbent demands a great deal of focus and strategic thinking. The 

outcome of his / her work will have a significant impact on the Department and key decisions made by 

senior management; as such, there is considerable pressure to ensure that work is completed quickly 

and accurately. At any given time, the incumbent will be managing several critical tasks (e.g., 

responding to requests for strategic, drafting reports, etc.) whilst ensuring that the interests of the 

Department are upheld when interacting with stakeholders who may have varying political interests. 

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

 

 

 

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 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”. 

 


