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1. IDENTIFICATION 
 

Position No. 
 

Job Title 
 

Supervisor’s Position  Fin. Code 

14-New  
(2 Year Term) 
 

 
Materials Management Officer 
(Covid-19) 

 
Coordinator, Material 
Management  

 

Department 
 

Division/Region 
 

Community Location 

 
Community & 
Government Services 
 

Real Property – 
Warehouse Services 
Headquarters 

 
Iqaluit 

 
Iqaluit 

 
2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 
 
As part of Nunavut’s response to the ongoing Covid-19 pandemic, this 2-year term 
position was created to manage and coordinate the shipping, receiving, storage, 
inventory and asset control of all Covid-19 related supplies and personal protective 
equipment (PPE) for Nunavut. Under the supervision and direction of the Coordinator, 
Material Management, this position exists to carry out the day-to-day activities of the 
CGS Warehouse Services, as they relate to facilitating the Government of Nunavut’s 
response to the Covid-19 pandemic.  
The incumbent will comply with and perform duties in accordance with all standardized 
procedures, practices and policies related to surplus disposal of government assets, 
custodial storage, air freight & sealift receiving, and distribution of goods for the benefit 
of the Government.  
This position is also required to operate and maintain both indoor and outdoor powered 
lift trucks and attachments.  
 

 
3. SCOPE 
 

Describe in what way the position contributes to and impacts on the organization. 
 
 
Located in Iqaluit and responsible for carrying out the various warehousing activities for 
the Department of Community & Government Services as directed by the Coordinator, 
Material Management, and assists in all aspects of shipping & receiving and distribution 
of Covid-19 supplies, PPE, sealift and custodial storage. The incumbent ensures 
compliance with the handling and disposal of non-fixed surplus government assets and 
applies material handling policies and procedures for the department. 
 
 

 
4. RESPONSIBILITIES 
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Performs duties as they apply to Covid-19 related inventory management, shipping, 
receiving, and Covid-19 supplies and PPE distribution, to provide effective and quality 
customer service and materiel management handling by: 
 

- Filling orders in an accurate and correct manner that ensures client needs and 
satisfaction and inventory integrity. 

- Coordinate with other Governments (Both Federal and Provincial/Territorial) and 
agencies for the safe and efficient transport of Covid-19 and PPE supplies. 

- Adheres to Transport Canada regulations, policies, and exemptions to 
Dangerous Goods, and general shipping requirements and restrictions related 
to the movement of Covid-19 supplies and PPE. 

- Properly package, label and ship items designated as Dangerous Goods, with a 
thorough knowledge of the relevant acts and regulations. 

- Provide quality customer service to government departments and agencies in all 
matters relating to Covid-19 supplies and PPE. 

- Assists in the maintaining of an accurate and complete inventory of all Covid-19 
and PPE items using standardized stock control records and methods on a 
computerized system. 

- Assists the Coordinator, Material Management, with analysis of Covid-19 
inventory levels, requirements, and provides feedback and information to assist 
in maintaining proper inventory control, and safe operations.  

- Advise departments and agencies of the government of the status of Covid-19 
and PPE supplies. 

- Ensuring all purchases and issuing of stock are controlled by using the proper 
established documents and in compliance with FAM. 

- Assists in performing scheduled annual and monthly inventory counts as 
required by the Financial Administration directives and department 
requirements. 

- Monitors daily receipts and deliveries of stock for accuracy while tracing history 
of items to determine reasons for discrepancies between inventories and stock 
control records. 

- Handle all shipping functions for Covid-19 supplies and PPE to ensure accuracy 
and retention of all shipping records.  

 
Performs materiel management duties related to the receiving and processing of 
surplus government non-fixed assets in order to provide effective and quality material 
management handling and disposal by: 
 

- Receiving, identifying, evaluating, maintenance, and handling of surplus non-
fixed assets including IT goods for surplus disposal in accordance with 
government policies and FAM directives. 

- Processes disposal requests of surplus non-fixed assets in HQ and the Regions 
as directed by the Coordinator, Material Management. 

- Assists in maintaining a computerized material management inventory system 
of surplus non-fixed assets as it relates to the surplussing and disposal of such 
assets. 

- Assists in preparing reports, correspondence and recommendations on surplus 
disposal matters and activities as required by the Coordinator, Material 
Management & Warehouse Services.  

- Assist in the Role of Custodian for the Surplus materials that are available within 
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Iqaluit for use by the government departments and agencies. 
- Assists in the disposal of non-fixed assets via public tenders, “Cash & Carry” 

sales, redeployment to other departments, donation, or destruction (write-off) in 
accordance with the GN Surplus policies for non-fixed assets. 

- Participates in the opening and awarding of surplus disposal tenders to ensure 
strict adherence to FAM regulations. 

- Processes and files all Report of Surplus Material, Affidavit of Destruction, 
Tender/Cash & Carry Sale documentation as directed. 

 
Performs daily duties for activities within the Warehouse Services facilities and 
compound environment to optimize the utilization of space and manpower and provide 
services as required by client Departments: 
 

- Engages and collaborates with the Health & Safety Committee and WSCC to 
maintain compliance with the Health and Safety Act, and to ensure a safe work 
environment. 

- Adheres to and maintains the layout and condition of the warehouse facilities 
and other storage/receiving areas considering all relative factors of the items 
being shipped, received, stored and adapted to the changing requirements that 
CGS Warehouse Services provides. 

- Processes all incoming/outgoing shipments to ensure accuracy, accountability 
and condition of shipments. 

- Assists in the annual sealift receiving and delivery from High Water Mark and 
verification of goods against ship’s manifest as delivered to the Compound. 

- Assists in the notification of client Departments regarding goods received from 
the annual sealift. 

- Assists in the unpacking of sealift containers upon arrival in compound as 
directed. 

- Processes receiving of IT goods and ensures the accurate and accountable 
receipt of such goods; notification of client Departments of IT goods and transfer 
of IT goods to CGS/IPS Help Desk for furtherance to client Departments.  

- Provide Quality Customer service to government departments and Agencies, 
Vendors, and the Public throughout Nunavut.  

- Ensures adherence to contract terms and conditions used for compliance in 
receiving goods. 

- Act as first Point of Contact for the Airlines regarding Government freight Issues 
or pick up.   

- Assists in providing custodial storage and processing of custodial storage 
agreements. Maintains an accurate log of all items stored and their location as 
well as the owner department and/or agency. 

- Operation, Daily inspection, and maintenance of CGS Powered Lift Trucks and 
material handling Equipment.  

- Performing other related duties as required 
 
Assists in the CGS Recycling Programs by: 

- Performing duties in the processing, preparation and packaging of recyclable 
materiel’s for furtherance to southern Recyclers. 

- Operates and maintains shredding and baling equipment for the Paper 
Recycling program. 

- Manifests and packages recyclable computer equipment for furtherance to 
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southern Recyclers. 
- Assist in the evaluation, upgrades and changes to the recycling programs to 

better serve the government of Nunavut needs and the changing impact to the 
environment.  

 
Participates in and maintains effective communication and working relationships with 
client departments and suppliers and businesses: 

- Assists in the maintaining the operations of all Revolving Stock and Warehouse 
inventory systems and programs as they relate to client services. 

- Provide Quality Customer service to all government departments and Agencies, 
Vendors, Suppliers and the public.  

 
 
 
5. KNOWLEDGE, SKILLS AND ABILITIES 

 
Describe the level of knowledge, experience and abilities that are required for satisfactory job 
performance. 
 

- Grade 12 and 3-years of experience in warehousing, logistics, inventory, 
distribution and experience in material management is required. 

- Knowledge of inventory systems and distribution services, procurement policies 
and procedures, and airlift/sealift logistics would be an asset. 

- Knowledge and experience of financial policies, procedures and systems would 
be an asset. 

- Ability to develop and perform good working habits that result in accurate and 
correct performance of duties is required. 

- Ability to communicate effectively and provide quality customer service to staff, 
suppliers and clients is required.  

- Ability to operate a Powered Lift Truck in accordance with CGS & the 
Government of Nunavut procedures is required within 6 months of employment. 

- Intermediate Computer skills for Inventory, Material Management and 
Communication software, would be an asset. 

- Working knowledge of Microsoft Office’s Excel and Word applications is 
required. 

- Requires lifting of equipment and supplies throughout the day of up to 25 kg.  
- Class 5 Driver’s License is mandatory. 
- The ability to speak French, Inuktitut, or Inuinnaqtun is considered an asset. 

 
This is a Position of Trust, a satisfactory Criminal Record Check is required. 
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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. 
 
 
The job involves lifting and operating shredder & baler equipment, forklift equipment 
and vehicles.  
 
Work in a computerized environment requires using a computer terminal, which can 
cause eye strain and potential metal carpal syndrome due to working on computer 
keyboard. 
 

 
 
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. 
 

- Lack of proper ventilation and dust control in the warehouse facility. 
- Frequent exposure to cold and drafts and working outdoors in sub-zero weather 

and inclement weather. 
- Noise levels can be high at times around heavy equipment and baler equipment 

etc. 
 

 
Sensory Demands 
 

Indicate the nature of demands on the jobholder’s senses to make judgments through touch, 
smell, sight and hearing, and judge speed and accuracy. 
 

- Volume of work is periodically high. Must have ability to work within a high stress 
environment and concentrate under high noise volumes. 

- Requires skilled visual acuity to understand and manipulate information on a 
computer screen. 

- There is a requirement for accuracy and correctness. 
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Mental Demands 
 

Indicate conditions that may lead to mental or emotional fatigue. 
 

- There are mental demands which require the incumbent to ensure that the work 
is accurate and performed in a timely manner. Stress due to meeting time 
deadlines. 

- The work occasionally requires working overtime and/or during non-standard 
working hours such as weekends or holidays to minimize client disruption while 
completing scheduled tasks. This can lead to mental fatigue, tension, irritability, 
and strained professional and personal relations. 

- Impose deadlines, multiple demands, changing priorities, time pressure and lack 
of control over pace of work occur most of the time and may produce tension, 
irritability, and strained professional and personal relations. 

- Frequent interruptions by clients, colleagues and team members are difficult to 
control and result in frustration due to loss of concentration and having to redo or 
restart tasks. 

- The incumbent must coordinate a heavy workload, set priorities for tasks, deal 
with the public, businesses, and other departments in person or on the phone or 
online frequently, and must effectively manage time to meet frequent and 
competing deadlines. 
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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 organizational structure. 
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