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1. IDENTIFICATION 
 

Position No. 

 

Job Title 

 

Supervisor’s Position  Fin. Code 

10-12074 Media Specialist Manager Communications and 

Public Relations 

10000/01/1/

111/100000

0/01/ 

Department 

 

Division/Region 

 

Community Location 

 

Health  

 

Directorate HQ 

 

Iqaluit 

 

Iqaluit 

 

 

2. PURPOSE  
 

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

 

         The Media Specialist works to improve the successful delivery of the 

resources and programs as developed by the Department of Health. The health of 

Nunavummiut through the design and implementation of social marketing and 

communications initiatives. This position develops social marketing initiatives 

based on departmental priorities for the territory; manages, or assists in managing, a 

broad and complex array of communications issues, provides a full range of 

communications functions and services for the department. 

 

        The Media Specialist assists in managing health related creative contracts 

related, but not limited to social marketing initiatives, mass media campaigns, 

resource development, graphic design, and social media messaging, The Media 

Specialist acts as a guide for department staff to effectively and efficiently deliver 

communications to Nunavummiut from concept to completion with the assistance 

of approved contractors.  

 

The Media Specialist writes communications plans for Health’s program areas that 

will effectively help Nunavummiut residents to change their behaviours and 

attitudes over a sustained period of time. 

 

The Media Specialist is responsible for ensuring Health’s websites and file 

databases are up-to-date and maintained to ensure efficient internal communication 

processes.     

 

Write, develop, and maintain a social media messaging calendar for official 

Government of Nunavut social media pages to promote and support Health 

initiatives and programing year round.  

 

The Media Specialist will identify Northern commonalities in Health Promotion 

and Health Protection activities, contribute to the development of 

promotional/information materials and ensure that health messages and 

promotional items reach their intended targets throughout Nunavut. 
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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 quality of the advice, plans and delivered products of this position will impact the 

department’s ability to effectively communicate department and corporate priorities, 

programs and initiatives which support Nunavummiut having informed opinions and 

making informed decisions regarding their Health Social Programming. 

      Effective public communication increases the likelihood of the public awareness of          

      government programs available to them. Successful social marketing campaigns will       

      help change behaviours among Nunavut residents to create a healthier, more 

            responsible population. 

 

 

4. RESPONSIBILITIES 

 

Describe major responsibilities and target accomplishments expected of the position.  For a 

management position, indicate the subordinate position(s) through which objectives are 

accomplished. 

 

1. Researches, develops and implements communications strategies and social marketing 

initiatives, and plans for departmental programs. Develops, implements and evaluates ongoing 

media communications strategies and plans, ensuring their consistency with corporate and 

program goals and priorities. Evaluates effectiveness of communications tools (i.e. promotions 

and advertising, newsletters) 

 

2. Develops high quality key messages by conducting needs assessments and applying social 

marketing theory and research, works with target groups to define social marketing 

opportunities or problems and then develops strategies to respond. Disseminates information to 

target audiences in a consistent manner for a sustained period of time to effect change in public 

attitudes and behaviours in areas of health; i.e. Chlamydia testing, smoking cessation, 

vaccination programs, etc. 

 

3. Advises branches on public relations/communications in order to ensure the public is 

effectively informed about the department’s services and activities. 
 

4. Researches information, writes text, develops, produces and disseminates communication 
related documents including press releases, radio scripts and newspaper/magazine 
advertisements, backgrounders, brochures, general ad campaigns and articles for a variety of 
publications. Plans, writes, designs and co-ordinates the print, and electronic advertising 
production, and placement. Provides technical advice to bring printing projects to completion 
with the assistance of government approved contractors.   
 

5. In collaboration with other departments, create a social media posting calendar for the 
department that promotes Health’s programming and initiatives.  
 

6. Provide advice and provide constructive feedback on communication materials. 
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7. Facilitate the successful approval of various communication materials through Health’s 

approval processes.  
 

8. Writes, edits or reviews speeches for Minister, Deputy Minister and others. 
 

9. Prepares communications strategies for department program areas including but not limited to 

social marketing initiatives; mass media campaigns, resource development, and operational 

needs.  

 

10. Responsible for coordinating and planning communications for special events that maybe, but 

not limited to press releases, photo opportunities, banquettes, campaign launches, etc…  

 

11. Anticipates emerging communication issues, clarifies and interprets communications needs, 

and reframes and refocuses issues by analyzing, synthesizing and identifying linkages and 

impacts. Analyses potential stakeholder and media views, reactions and positions in order to 

recommend communications positions, alternatives and strategies. 

 

12. Monitors and measures the public environment, analyses and identifies communications issues 

and needs and determines possible communications approaches in a wide variety of 

department areas. Assists in the preparation of public consultation initiatives and strategies. As 

part of social marketing campaigns, web information must be customized for target groups to 

support other initiatives. 

 

13. Prepare and submit translation requests on behalf of department staff for all four of Nunavut’s 

official languages: Inuktitut Inuinnaqtun, French and English.  

 

14. Maintains departmental websites and databases. Ensures that all information placed on the 

department’s websites are complete, accurate, and politically sensitive and that information is 

posted and removed from the site in a timely manner in conjunction with appropriate 

department branch staff.  Identifies methods, applying social marketing approach, to effectively 

present information   Ensures that links and information on the site are working correctly. 

 

15. Represents the department on inter-departmental and inter-governmental committees, and may 

be required to attend meetings on behalf of the communications department. May represent the 

department on national committees/working groups. 

 

16. This position works to develop strategies to resolve complex and controversial 

communications issues with high political sensitivity. The incumbent provides analysis on 

emerging issues that may be volatile and public in nature, and provides counsel on what 

messages need to get out, how to best deliver those messages, how to best answer media 

questions, and what the department will do in an ongoing effort to communicate the issue. 

Constraints on decision-making processes often include short time frames, difficulty in 

reaching consensus among a broad variety of stakeholders, dealing with internal and external 

audiences, political considerations, information gaps, availability of resources and conflicting 

priorities.  

 

17. This position requires the ability to analyze, synthesize and disseminate information from a 

variety of sources and exercises judgement about factors such as department priorities, 

Minister’s position, sensitivity of issue, of political, economic, and cultural impacts under 
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circumstances which may not always have a clear and defined boundary. This includes 

preparing the information or determining if branch information is appropriate.  The incumbent 

utilizes persuasion and negotiation skills to influence managers to change content and 

design/format of information materials to be distributed to meet audience needs and 

requirements. This can be challenging when visions differ.  

 

18. Requires the ability to anticipate and arrive at insights, and formulate responses and courses of 

action to issues and attitudes arising within the public environment.  Identifies and assists 

managers to manage emerging and active issues and advises on the public and media impact of 

events and issues related to departmental programs and decisions. Requires a full appreciation 

of departmental and government priorities, the positions of stakeholders, the Minister, and 

impacts of various courses of actions or outcomes. Challenges and constraints to undertaking 

this work include sensitive or confidential information, connecting patterns, enormous time 

pressures, unclear client expectations, multiple stakeholders and competing priorities.  
 

 

5.  Knowledge, Skills and Abilities 
 

 

 

 
Contextual Knowledge 

 Theories, principles and practices of communications and public relations; 

 Knowledge of research techniques;  

 Knowledge of design and current print production practices;  

 Extensive knowledge of creative industry including desktop publishing and web design; 

 Knowledge of government processes and procedures; 

 Knowledge of aboriginal/northern communications media; 

 Knowledge of indigenous/northern audiences, knowledge of Nunavut audiences, and 

Inuit values; 

 

 

Skills and Abilities 

 Ability to build trust and credibility among a diverse range of clients;  

 Ability to work in a fast-paced environment with conflicting priorities; 

 Advanced computer skills including Microsoft and desktop publishing software; 

 Ability to work effectively with internal and external suppliers; departments, and 

organizations; 

 Excellent interpersonal skills, which will be used to provide direction, mediate disputes, 

provide interpretations, and influence others;   

 Strong oral and written communication skills;  

 Strong administration and organizational skills; 

 The ability to speak more than one of Nunavut’s official languages is an asset 
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This combination of skills knowledge and abilities would normally be acquired through:  

 Post-secondary diploma media production,  

            communications, marketing, advertising or related field; 

 At least two years’ experience  as a team member on complex projects, preferably in 

either communications, social marketing campaigns or health promotion initiatives,  

 

An acceptable combination of education and experience may be considered. 

 

 

 

6.  WORKING CONDITIONS  
The incumbent regularly deals with conflicting, multiple and unpredictable demands, public 

criticism or frequent interruptions. The work involves a continuous requirement to deal with 

imposed deadlines in writing, reviewing, and revising communications documents and strategies 

and multiple and conflicting demands for services and advice, heavy and unpredictable 

workloads and politically sensitive issues on a daily basis. 

 

Physical Demands 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue. 

Discomfort:  Position is required to spend long periods of time working and concentrating on a 

computer terminal when conducting research, preparing reports, briefing and communication 

materials.  

 

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 disrupt regular work schedules and travel requirements. 

 

The opportunity to travel to small communities may arise.  The work environment is busy and 

incumbent faces frequent interruptions and background noise.  

 

Sensory Demands 

Indicate the nature of demands on the jobholder’s senses to make judgements through touch, smell, sight and 

hearing, and judge speed and accuracy. 

 

The position requires excellent listening skills as verbal direction can be at times given during 

time sensitive tasks.  Careful attention to written material and text and visual and auditory 

material is essential for production of materials for the public.  

 

 
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. 
 

 

7.  CERTIFICATION 
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__________________________________________ 

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”. 

 


