
GOVERNMENT OF NUNAVUT JOB DESCRIPTION 
 

 
 

1. IDENTIFICATION 
 

Position No.  Job Title  Supervisor’s Position 

See Appendix  Travel Specialist  See Appendix  

 
Department   Division/Region Community Location 

Health   Iqaluit Iqaluit Iqaluit 
 

Fin. Code: 10155-01-1-235-1000000-01    

 

2. PURPOSE 
Main reason why the position exists, within what context and what the overall end result is. 
Travel Specialist is responsible for planning, coordinating, managing and accounting of timely 
and cost effective travel for Medical Travel and Department of Health staff, by arranging timely, 
accurate and high quality travel, accommodation and meals, to a location where appropriate 
treatment can be provided. 

 
The incumbent will be expected to be cross trained to perform either medical travel related duties 
or duty travel and cover for these functions during periods of peak activity and absences of other 
travel specialists. This requires the incumbent to be familiar with the Medical Travel and Duty 
Travel Policy as well as arranging timely, accurate and high quality services for employees, 
contractors, patients and escorts. 

 
The position is part of the travel services team, a high volume operation that is part of a critical 
network of health care for Nunavut residents and while much of it is administrative, contributes 
to saving lives and improving the overall health status of the territory. A failure to effectively 
coordinate all the arrangements associated with duty travel transportation of staff could seriously 
endanger the lives of Nunavummiut. 

 

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 position is an important member of an integrated team that provides the best and most 
relevant, efficient and cost-effective travel services. 

 
Working closely with health professionals, airlines, and administrative staff, the position makes 
decisions regarding timely movement of employees and contractors and recommends use of 
appropriate aircraft and accommodations. The incumbent works closely with their supervisor, to 
ensure that all travel is arranged in an efficient and cost effective manner so that delivery is 
within budget limitations, and complies with Government of Nunavut policies and procedures. 
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This incumbent is responsible for organizing, recording, arranging and coordinating 
transportation services. It will have a major influence on the financial resources of the travel 
budget and the Department of Finance budget for the GN employee Medical Travel Assistance 
program. In addition, the incumbent is responsible for a $200,000 corporate credit card which 
must be reconciled on a monthly basis. The incumbent must be proactive in making daily 
priority decisions within the often conflicting demands and tasks of this position. Exercising tact 
and discretion, demonstrating the ability to work in a professional manner, and preserving the 
confidentiality of personal information of travellers, the position will significantly contribute to 
the overall success of the unit in coordinating, recording and providing travel arrangements. 

 
The incumbent works with external service providers to ensure travel and accommodation 
standards are available to meet the needs of the travelers. The incumbent will have a significant 
influence on the financial resources of the Department by ensuring that travel is undertaken in 
accordance with GN policies and procedures as well as departmental directives to contain costs 
in this area of significant expenditure to achieve the contracting of cost-effective travel 
arrangements while facilitating the travel arrangements of the individual traveler to achieve 
departmental objectives in a manner that will not be stressful for the traveler. 

 
The position is a key member to the Travel Program division. Working closely with Health staff, 
patients, escorts, airlines, and hotels the position makes decisions regarding timely movement of 
travellers, and recommends use of appropriate aircraft and accommodation providers. The 
success of this incumbent, as a member of the travel team, in providing the best available and 
most cost effective level of travel services and has a major impact on the credibility of the 
program and public confidence in the Nunavut Health system. 

 
 

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. 
As a member of the Travel team, the incumbent will organize, record and coordinate 
transportation services for employees and contractors by: 

- Verifying that travel requests are completed correctly and approved by the appropriate 
Nurse, Director, Regional Director or Assistant Deputy Minister; 

- Communicating with employees and supervisors to clarify any issues or questions 
regarding travel requests; 

- Proactively responding to problems regarding travel by analysing problems and identifying 
solutions; 

- Amending/changing travel arrangements in response to cancellations or delay of trip(s) due to 
weather difficulties or changes of staff assignments; 

- Maintaining strict confidentiality of all travellers where required; 
- Investigating and responding to transportation queries from the public and from health 

employees as requested; 
- Establishing and maintaining harmonious, cooperative, effective and efficient working 

relationships with airlines, health facilities and other agencies to ensure the smooth 
functioning of the travel service and that any problems are resolved; 
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- Understanding and applying the Government of Nunavut’s Medical Travel Policy, Duty 
Travel Policy, the Non-Insured Health Benefits Policy and the Extended Health Benefits 
Policy; 

- Participating in a stand-by on-call schedule to provide 24/7 coverage of the travel toll- 
free number which is used by health facilities and the public to access travel assistance 
outside of scheduled working hours. 

 
The incumbent is responsible for the Financial Management of the Department Corporate Credit Card 
by: 

- Accepting responsibility for a $200,000 corporate credit card used to arrange for travel, for 
ensuring expenditures charged to the credit card comply with government policies and 
procedures, and completing a monthly reconciliation of these expenditures; 

- Consolidating and organizing VISA authorizations and receipts; 
- Analysing transactions, authorizations and receipts to ensure charges are correct; 
- Contacting vendors and ensuring any necessary amendments or refunds are collected; 
- Verifying each charge has the correct financial coding string and recording this data into the US 

Bank Access system; 
- Verifying input into FreeBalance to ensure all expenditures were posted accurately; 
- Cross referencing all outstanding charges for travel to ensure accurate financial records; 
- Maintaining confidentiality of credit card information. 

 
The incumbent is actively involved in managing the Department’s records systems and medical 
travel database by: 

- Ensuring documentation to authorize travel is complete and accurate; 
- Identifying the budget from which payments are made and the reason for the travel; 
- Maintaining effective manual records of transactions and organizing records to support 

the computerized information and to provide an audit trail for $65 million dollars in 
annual expenditures; 

- Maintaining client files by collecting and organizing each with the necessary referral 
form, travel warrant, accommodation details, travel itineraries,; 

- Maintaining accurate records of all travel, including those that are cancelled due to weather or 
airline operational issues; 

- Recording data in various information systems as required. 
 

Coordinating Medical Travel: 
- Communicating with Nurses and Medical Travel clerks to clarify any issues or questions 

regarding medical travel referral requests; 
- Advising Regional Community Health Centres, as well as the Tammaativvik Boarding 

Home, Larga Baffin Boarding Home and OHSNI Case Managers and other facilities of 
patient/escort medical travel arrangements and conveying requirements for any special 
assistance that may be required due to the patient’s condition or physical limitations; 

- Administering Medical Travel Assistance benefits for GN employees by communicating 
with hotels, ensuring guests receive government room rates, making and modifying hotel 
reservations, and authorizing VISA transactions; 

- Administering Non-Insured Health Benefits (NIHB) benefits for beneficiary travellers by 
providing travel warrants to boarding homes and/or making and modifying hotel 
accommodations at the NIHB approved nightly rate and authorizing VISA transactions; 

- Maintaining strict confidentiality of all patient medical affairs; 
- Investigating and responding to medical transportation queries from the public and from 
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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 behaviors 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. 
Knowledge & Experience 

- Grade 12 education or equivalent; 
- Proven experience working in a high volume, stressful office environment demonstrating 

adaptability would be an asset; 
- Knowledge of the Medical Travel Policy, FAM Guidelines for travel and NIHB requirements 
- Knowledge of the Health System including medical travel issues facing Nunavummiut 
- Knowledge of travel industry and practices gained ideally from at least 1 year in a travel office 

setting; 
- Knowledge of generally accepted accounting principles; 
- Knowledge of office environment and filing systems; 
- Knowledge of the GN’s financial information system, FreeBalance, an asset; 
- Proficient with computer software applications including: Microsoft Word, Excel, Outlook: 
- Geographical and cultural knowledge of the Region would be beneficial; 
- Fluency in Inuktitut or Inuinnaqtun and English is a requirement in order to communicate with 

unilingual patients. 
 
Skills 

- Superior problem solving and customer service skills; 
- Strong conceptual and reasoning skills; 
- Above average analytical skills; 
- Superior writing and verbal skills for all forms of communication; 
- Excellent organization skills; 

 
Abilities 

- Ability to work independently and also as a part of a team; 
- Ability to work within tight deadlines and handle high pressure emergency situations; 
- Ability to seek out critical sources of information; 
- Ability to resolve disputes and customer complaints; 
- Ability to plan, arrange, organize, sequence and coordinate services; 
- Ability to plan and prioritize workload according to importance; 

health employees as requested; 
- Researching issues and solutions to resolve problems and ensure patient care is not 

compromised; 
- Transcribing medical referral and travel information into Meditech to create electronic 

travel warrants and accommodation warrants which serve as the foundation for matching 
travel warrants with airline invoices to issue payments for service; 

 
 
Other responsibilities: 

- This position may be required to work staggered shifts or perform overtime to attend to 
urgent or emergency travel requests; 
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6. WORKING CONDITIONS 

 
 

Physical Demands 
Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 
fatigue or physical stress. 
Physical effects are experienced due to prolonged interaction with computer monitors in a sitting 
position. Eye strain, back discomfort and keyboard induced tensions are the most common. 

 
Physical effects may be experienced due to tight deadlines, dealing with politically sensitive and 
urgent inquiries and complaints. 

 
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. 
Generally the major portion of the workload is carried out in an environmentally controlled 
atmosphere. There may be some exposure to non-controlled elements on occasion. 

 
Sensory Demands 

Indicate the nature of demands on the jobholder’s senses. These demands can be in the form of making 
judgments 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. 
Needs to exercise very strong comprehension skills and the ability to multi-task and respond to 
changing priorities may require intense concentration. 

 
Needs to scrutinize documents rapidly and constantly, as well as listen carefully to issues from 
Health staff and service providers. Role requires a high attention to detail. 

 
May experience eye strain from staring at a computer screen for extended periods of time. The 
incumbent works in an open concept office so ability to concentrate may be compromised. 

 
The incumbent works in an open concept office so ability to concentrate in an environment 
where there is background noise such as phones, fax, printer and clients and other staff coming 
in and out of the office location. Family life may be affected due to being on call or by shift 
work. 

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). 

- Ability to build strong relationships and foster a cooperative environment; 
- Ability to work within a diverse cultural, functional and technological environment; 
- Ability to develop and manage goals and objectives and prioritize workload; 
- Ability to function effectively and accurately to deal with urgent situations and to react to 

changing priorities and meet established deadlines; 
- Ability to maintain confidentiality in respect of all aspects of work performed. 

 
This is a position of trust. Criminal record checks are required. 
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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 work of this Specialist is carried out in a highly stressful area of government. Patients are 
traveling to obtain treatment for serious and often life threatening diseases. Under these 
circumstances, emotions are rarely under control. The Specialist must carry out his/her duties in 
conformance with the limitations imposed by travel policies. This often places the individual in 
conflict with clients who have no patience for administrative and bureaucratic requirements. 

 
Unavoidable interruptions for immediate action are frequent and disrupt concentration. Dealing 
with constant interruption and the need to troubleshoot when travel is delayed or changed due to 
weather may lead to mental fatigue. 

 
Working in a high stress atmosphere with many conflicting demands, frequent interruptions and 
with many job functions that are time sensitive, creating stress on the incumbent. 

 
Requirement to work overtime to ensure that critical time sensitive arrangements are made and 
the necessity to take work home and be available to make travel changes when requested when 
travel occurs on a weekend may be stressful and cause disruptions to family life. 

 
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. 
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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”. 

 
 

9. Appendix A – List of Positions and Corresponding Information 
 

Community Position Supervisor Freebalance Code 
    

Iqaluit 10-4367 10-New 10155-01-1-235-1000000-01 
Iqaluit 10-5167 10-New 10155-01-1-235-1000000-01 
Iqaluit 10-10559 10-New 10155-01-1-235-1000000-01 
Iqaluit 10-12257 10-New 10155-01-1-235-1000000-01 
Iqaluit 10-12106 10-4108 10155-01-1-235-1000000-01 
Iqaluit 10-11956 10-4108 10155-01-1-235-1000000-01 
Iqaluit 10-12788 10-4108 10155-01-1-235-1000000-01 
Iqaluit 10-14055 10-4108 10155-01-1-235-1000000-01 
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