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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

See Appendix A Mental Health and Addictions (MHA) 
Assistant 

Mental Health and Addictions (MHA) Program 
Supervisor 

 
Department Division/Region Community Location 

Health  Mental Health and Addictions  See Appendix A See Appendix A 
 
Freebalance Coding: See Appendix A 

 
2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 
The Mental Health and Addictions (MHA) Assistant will assist MHA staff with leading or 
supervising programs or group-work and providing additional support to clients when 
appropriate. The Assistant is responsible for supporting the efficient and consistent delivery 
of day-to-day administrative support within the department.  The position ensures smooth 
operation and facilitation of MHA services by ensuring accurate and timely processing of 
highly sensitive information and assisting MHA clients and staff, in accordance with the 
department’s goals within the Government of Nunavut. The Assistant also provides 
transportation and escort services. 

 
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? 

This position is critical to the effective operation of MHA services. The MHA Assistant 
ensures that staff are well supported in providing client care.  The incumbent ensures 
program, general and administrative functions are carried out in a timely manner, ensures 
coordination, communication and appropriate relations for the daily work of the office, and 
maintains the protection of sensitive client information. 

 
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. 
Supporting delivery of effective Mental Health and Addictions (MHA) services by: 

• Assisting MHA staff with leading/supervising programs or group-work and providing 
additional support to clients when appropriate. 

• Organizing client participation, tracking attendance, ordering supplies.  
• Escorting low-risk clients to and from other communities or out-of-territory facilities 

when appropriate. 
• Greeting MHA clients while ensuring a friendly, low-stress environment.  
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• Advising staff on upcoming appointments and the arrival of clients. 
• Contacting clients with appointment and medication reminders. 
• Picking up medications from pharmacy and ensuring secure storage. 
• May ensure transport of clients and MHA staff to and from appointments or home-visits 

as appropriate. 
• Maintaining updated records of client contact information in a secure and confidential 

manner. 
• Assisting with organization of specialty clinics, arranging schedules, ensuring client 

charts are prepared and correct forms are completed. 
 

Carrying out office procedures to ensure smooth operation of office by: 
• Ensuring phones are answered and messages delivered in a professional, courteous and 

tactful manner. 
• Dealing with incoming inquiries from employees or community members and directing 

them to the proper service. 
• Transcribing from handwritten notes (ie. prescriptions from physicians). 
• Proof reading, formatting and printing documents. 
• Tracking and monitoring program data, such as attendance, referrals, and client statistics, 

to support evaluation process as directed by management.  
• Ensuring safety and security of payment authorization book (LCA’s). 
• Taking of meeting minutes and distributing to relevant parties. 
• Bringing any issues to the attention of the MHA lead or supervisor. 
• Following Health and Safety procedures and protocols. 
• Treating everyone in a respectful, empathic manner.  
• Any other duties as assigned. 
 

Developing and maintaining office filing system by:  
• Checking charts and documents prior to filing to ensure that they are filed or archived 

properly. 
• Retrieving charts and documents from files. 
• Preparing file indexes and keeping up-to-date records. 
• Entering data into electronic documentation software accurately and promptly. 

 
Handling all incoming and outgoing mail and facsimile transmissions by: 

• Regularly collecting, sorting, and distributing incoming mail. 
• Ensuring timely mailing of documents and forms. 
• Sending and receiving facsimile transmissions and distributing as required. 
• Arranging for air shipment for packages and address large items. 

 
Maintaining staff forms and files by: 

• Logging and entering all leave, overtime and attendance documents. 
• Completing and submitting travel forms and claims, including booking and preparing for 

travel.  
• Updating and distributing forms as needed. 
• Ensuring timesheets are completed accurately and submitted on time. 
• Supporting orientation of new staff by assisting with forms, briefings, and network 

access. 
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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 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. 
Contextual Knowledge 

• General office and administrative procedures including file management. 
• Relevant legislation, policies and procedures; 
• Community and territorial resources; 
• Inuit Qaujimajtuqangit Principles and Values; 
• Techniques, methods and practices of communications are required for maintaining 

records, data tracking, collecting and distributing information.  
 
Skills and Abilities 

• Ability to use a personal computer, including skills in using word processing, electronic 
mail and spreadsheet software; 

• Organizational and time management skills;  
• Effective verbal and written communication skills; 
• Ability to manage highly sensitive information in a secure, confidential manner; 
• Ability to work as a member of a team and independently; 
• Ability to prioritize multiple tasks and respond to urgent requests; 
• Ability to maintain a calm and compassionate demeanor when working with individuals 

with mental illness; 
• Willingness to help and bring a positive difference into people’s lives; 
• Must be willing and able to participate in required training.  

 
Typically the above knowledge, skills and abilities obtained through; 

• A high-school diploma or equivalent; 
• One year of experience working in an office, health or mental health environment; 
• Valid Nunavut driver’s license is an asset; 
• The ability to communicate in more than 1 of Nunavut’s official languages is an asset;  
• An acceptable combination of education and experience may be considered; 

 
Highly Sensitive Position and a Criminal Record and Vulnerable Sector check will be required. 

 
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. 
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• Periods of sitting on a daily basis; 
• Some lifting and carrying of heavy boxes; 
• The incumbent may be verbally or physically abused by clients and the incumbent must 

use approved protocols to minimize risk of danger. 
 
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. 

• Potential exposure to unpredictable situations involving potentially aggressive and 
violent clients; 

• Visiting clients in homes that are potentially unsanitary or unhygienic. 
 
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. 

• Frequent daily attention to detail, proofreading in filing, reviewing correspondence, 
taking messages, etc.; 

• Making judgment calls based on sensory perceptions. 
 
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. 

• May need to work evenings and weekends to assist/lead programs;;  
• Stress due to ensuring work is accurate and performed in a timely manner;  
• Stress due to working with vulnerable clients and those with mental illness. Must be able 

to interact with a wide range of personnel. 
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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”. 
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9.  APPENDIX A – LIST OF POSITIONS AND CORRESPONDING INFORMATION 
 
Position Supervisor Community Freebalance Coding 
10-14731 10-14724 Arviat 10280-01-3-300-1000000-01 
10-14752 10-14741 Cambridge Bay 10280-01-4-410-1000000-01 
10-14763 10-14701 Cape Dorset 10280-01-2-210-1000000-01 
10-14703 10-14701 Igloolik 10280-01-2-230-1000000-01 
10-14781 10-14701 Iqaluit 10281-01-2-235-1000000-01 
10-14742 10-14741 Kugluktuk 10280-01-4-420-1000000-01 
10-14702 10-14701 Pond Inlet 10280-01-2-255-1000000-01 
10-14732 10-14724 Rankin Inlet 10280-01-3-320-1000000-01 
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