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1. IDENTIFICATION 
 
 

Position No. Job Title Supervisor’s Position 

14-NEW Administration Officer Director of Financial Services 
 (14-04096) 

 
Department Division Region Community 

CGS Financial Services Baffin Iqaluit  
 

Fin. Code:  
 
2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 
 
The Administration Officer provides support to the Financial Services Team by planning, organizing, 
implementing administrative systems. The Administration Officer handles administrative tasks like 
maintaining employee records, answering telephone calls, scheduling meetings, preparing reports, and 
filing documents. They may also be responsible for managing inventory, maintaining company records, 
handling budget and office reporting, invoicing, and providing customer service. Successful 
Administration Officer will also have business management experience and strong industry knowledge 
to assist with business development. 
 

 
3. SCOPE 
 

Describe in what way the position contributes to and impacts on the organization. 
 
The Administration Officer plays a crucial part in a dynamic team by being the key person for a variety 
functions as well as the supporting the Team as a whole. 
 
Independent judgement, interpretation, and application of a variety of regulations, statutes and policies 
are required at this level. As part of the administrative services role, the employee’s knowledge and 
ability will extend to developing work methods and procedures and modifying existing procedures that 
will accommodate an ever-changing environment.  

 
4. RESPONSIBILITIES 
 

Oversee and co-ordinate office administrative procedures and review, evaluate and implement 
new procedures. 
 
Establish work priorities, delegate work to office support staff, and ensure deadlines are met and 
procedures are followed. 
 
Maintains the divisions leave & attendance, casual staffing actions, timesheets, overtime request 
and other sensitive personnel documentation. 
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Maintains divisions employee administrative and training files. 
 
Monitoring and maintaining office equipment and inventory supplies; orders replacement supplies as 
needed. 
 
Provide support to the finance team on logistics for events and meetings and workshops to 
ensure that they are properly organised. 
 
Receiving, reviewing, verifying, and processing all correspondence, records management, invoices 
other supporting documentation for the division.  
 
Support with travel arrangements as necessary (flights, VISA and hotel bookings). 
 
Verifying and ensuring that copies of administrative documents are sent to the appropriate 
divisional and governmental staff for approval and/or further processing. 
 
Maintaining well-organized, complete, and current files of all source documents and reports to 
provide critical back-up files for reference and accessibility. 
 
Works with casual, part time, indeterminate clerical staff and third party vendors when required 
to administer and expedite administrative and financial documentation.  
 
Preparing correspondence, documentation, or presentation materials. 
 
Supporting department managers, staff, and Director. 
 
Maintaining financial files with all related correspondence  
 
Contributes to the analysis of all procedures, offers suggestions to streamlining processes, which 
would increase productivity.  
 
This trust position is responsible for processing of human resource and financial documentation that 
may be confidential and private in nature.  
 
In addition, this position must be diligent in maintaining data/ information integrity and security. 
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5. KNOWLEDGE, SKILLS AND ABILITIES 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 
 
Job Content 
Experience with office management software like MS Office (MS Excel and MS Word, specifically). 
Ability to work with several different types of documents, be well-organized, and juggle many daily tasks 
and responsibilities. 
 
Good understanding of legislation and policies respecting administration (e.g., Financial Administration 
Act, Financial Administration Manual, collective agreements).   
 
Knowledge and understanding of Government of Nunavut structure, mandates and priorities, and the 
organization, services, programs, and funds administered by the assigned Department. 
 
Strong knowledge of legislation, policies, directives, and guidelines governing the work (e.g., travel, 
contracting, purchasing, records management, access to information and privacy, official languages, 
etc.). 
 
Good understanding of the social and cultural milieu of Nunavut, including but not limited to, Inuit culture 
and economy, community awareness, environmental characteristics, and northern experience. 
 
Skills and Abilities 
Strong verbal and written communication skills 
 
Highly organized and works well in a fast-paced environment 
 
Strong client service skills and time management skills 
 
Ability to follow policies, procedures, guidelines and standards in various areas, and apply them 
consistently (e.g., finance, year-end and other reporting, travel, contracting, purchasing, records 
management, administration, Department-specific), with broad general instructions. 
 
Ability to work independently in a team environment 
 
Ability to work effectively with financial systems, and other databases, spreadsheets, and word 
processing programs, and produce accurate financial and other reports, system-wide correspondence, 
program specific and administrative documents. 
 
Qualification Requirements: 
 
Typically, the above knowledge, skills and abilities, would be attained through the following: 
 

• Usually acquired through a high school diploma or equivalent.  
 

• Minimum 2 years of relevant experience in an administrative role. 
 
An acceptable combination of related education, training and experience may be 
considered. 
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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 occurrence of physical 
demands, environmental conditions, and demands on one’s senses and mental demands. 
 

Physical Demands 
 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 
fatigue. 
 
Long periods of time spent in front of the computer can cause neck, back, and eyestrain, 
including carpal tunnel syndrome within the wrists. Although a majority of the time for this 
position is spent on the computer, there is ample opportunity for the incumbent to get up and 
move around the office. 

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. 
 
There are no significantly adverse environmental conditions that exist in this position. 

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. 
 
Volume of work is periodically high.  Incumbent must have the ability to work within a high 
stress fast paced environment and concentrate under high noise volumes. 

Mental Demands 
 

Indicate conditions that may lead to mental or emotional fatigue. 
 
Work can be routine and repetitive.  There are mental demands, which require the incumbent to 
ensure that the work is accurate and performed in a timely manner.  Stress due to time lines 
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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 organisational structure. 
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