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1. IDENTIFICATION 

 

Position No. Job Title Supervisor’s Position 

15-01469 Administrative Assistant Director, Community Operations 

 

Department Division/Region Community Location 

Economic Development & 

Transportation 

Community Operations Division – 

Kivalliq 

Rankin Inlet Rankin Inlet 

 

Freebalance Coding:  

 

2. PURPOSE  

 

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

As a member of the Division’s support team, the Administrative Assistant is accountable for the 

overall records and information management services, reception and general administrative 

support. The Division is responsible for delivering effective, efficient, fair and consistent 

program delivery in the Kivalliq to ensure regional communities have access to the resources, 

support, information and training to make informed decisions to implement their economic 

development initiatives. 

 

The position is based in Rankin Inlet and reports to the Director, Community Operations - 

Kivalliq. 

 

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? 

Direct Impact and Accountability: The role of the Department of Economic Development and 

Transportation (EDT) is to respond to economic development opportunities in Nunavut, so that 

Nunavummiut participate fully in the benefits of economic growth. 

 

The position has direct impact across Nunavut in the discharge of the Department’s duties and 

authority by: 

 Supporting the growth of specific economic sectors, including mining, tourism and 

cultural industries; 

 Helping to build capacity in our communities including business development; and 

 Maintaining and expanding a safe, secure and efficient transportation system, including 

airports, harbours and roads. 

 

This administrative position has a general impact on the Department’s strategies and 

responsibilities including:  

 Following relevant action plans to provide a strategic focus with respect to the 
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Department’s economic development programming; and 

 Supporting programs and budgets of Government of Nunavut departments and crown 

corporations, Nunavut Land Claims Agreement agencies, federal departments and 

partnering agencies when entering into joint economic ventures. 

 

Further direct impacts are on: 

 Daily operations of the Community Operations Division; 

 The Director’s schedule; 

 Communications amongst division’s staff and the public; 

 The operation of records and information management systems; 

 Office administrative support; and 

 Support relevant action plans to provide a strategic focus with respect to the Department's 

economic development programming. 

 

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. 

Provide direct administration support to the Director, by: 

 Providing professional and efficient reception and responses to queries as the first point of 

contact at the Kivalliq regional office; 

 Maintaining an incoming telephone call log and referring messages for effective and 

professional communications; 

 Maintaining an appointment calendar; 

 Proofreading documents to ensure conformity with format and other established standards; 

 Collating and providing program statistics and information to divisional and departmental 

staff; 

 Supporting meaningful goals, objectives and priorities for the division; 

 Building and maintaining effective communications relationships with government, crown 

corporations, communities and industry; 

 Scheduling and arranging meetings and teleconferences; and 

 Administering travel and accommodation arrangements. 

 

Provide direct administrative support, by: 

 Developing and maintaining a bring-forward file system; 

 Maintain the leave and attendance registry and ensuring all leaves are data entered and 

verified. 

 Identifying priority issues to divisional staff; 

 Developing and maintaining a system to enable divisional staff to be contacted on a daily 

basis while engaged in their office duties or during duty travel; 

 Participating in an administrative role at office meetings and forums; 

 Monitoring and advising supervisors of deadlines for completion, such as employee 

evaluations; and 



GOVERNMENT OF NUNAVUT JOB DESCRIPTION 

 

 

Administrative Assistant (15-01469) PAGE 3 

 Providing support in the preparation of presentations, information and briefing packages for 

federal, provincial and territorial meetings. 

Responsible to provide records management support, by: 

 Collecting current information for the division’s databases by liaising with Government of 

Nunavut departments, communities, crown corporations and industry; 

 Organizing and maintaining current electronic and manual information management 

systems for documents received and generated by the division for domestic program 

activities, to ensure easy access and information retrieval; 

 Maintaining a log of all incoming and out going correspondence for the division; 

 Maintaining an effective report tracking and retrieval system; and 

 Participate and/or assist in leading reviews and redesigns of data base systems to improve 

efficiency and effectiveness. 

 

Provide information and office logistics support to others, by: 

 Maintaining and managing office inventories of supplies, furniture and equipment; 

 Completing requisitions and purchase orders for required equipment and services; 

 Contributing to equipment inventory audits; 

 Performing routine maintenance of office equipment; 

 Responding to requests pursuant to Nunavut's Access to Information and Protection of 

Privacy Act; 

 Ensuring the secure storage, maintenance of and limited access to client personal 

information consistent with Nunavut's Access to Information and Protection of Privacy Act 

and territorial security requirements; 

 Assisting in the preparation of program reports; and 

 Preparing correspondence, presentations, reports and other materials for distribution, 

mailing and/or shipping in the most efficient manner. 

 

Maintain financial records within governing authorities and approved budgets, by: 

 Maintaining the security of legislative updates and financial records and reports, and 

ensuring easy access and information retrieval;  

 May be required to assist with financial document verification; and 

 Maintaining systems to enable EDT’s reporting responsibilities pursuant to territorial and 

federal legislation. 

 

Further develop a Nunavut based human resource, by: 

 Maintaining the leave and attendance records for the division as required by the Nunavut 

Employees Union Collective Agreement and the Excluded Employees Handbook; 

 

Performs other duties as assigned. 

 

 

 

 



GOVERNMENT OF NUNAVUT JOB DESCRIPTION 

 

 

Administrative Assistant (15-01469) PAGE 4 

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. 

Working knowledge of: 

 Office reception, client service and secretarial procedures; 

 Administrative support practices and office management practices; 

 EDT mandate, divisions and programs; 

 Government of Nunavut departments and mandates; 

 Government and industry sectors in Nunavut; 

 Due diligence processes; 

 Legislation and protocols pertaining to information privacy and security; 

 The Nunavut Land Claims Agreement; 

 Principles of Inuit Qaujimajatuqangit and the Nunavummi Nangminiqaqtunik Ikajuuti 

Policy; and 

 The goals, aspirations and priorities of Nunavummiut. 

 

 

 

This level of knowledge is normally acquired through completion of secondary school or GED 

and recent receptionist and secretarial and data entry experience, however it may be acquired 

through a varied combination of education, training and recent experience. 

 

 

A strong understanding of the Territory, knowledge of its people, its culture and appreciation of 

Inuit societal values (as set out below) are essential to ensure they are reflected in economic 

development programs and policies, and that departmental operations are conducted within these 

philosophies: 

 Avatittinnik Kamatsiarniq: Respect and care for the land, animals and the environment; 

 Aajiiqatigiinniq: Decision making through discussion and consensus; 

 Qanuqtuurniq: Being innovative and resourceful; 

 Inuuqatigiitsiarniq: Respecting others, relationships and caring for people; 

 Piliriqatigiinniq / Ikajuqtigiinniq: Working together for a common cause; 

 Pijitsirniq: Serving and providing for family and/or community; and 

 Tunnganarniq: Fostering good spirit by being open, welcoming and inclusive. 
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Skills: 

 Operation of office communication systems, document scanning/copying and facsimile; 

 Proficiency in operation of Records Information Management System (RIMS) Software; 

 Computer skills utilizing Microsoft Office, search engines and the ability to learn new 

programs quickly; 

 Microsoft Excel spreadsheet and database software; 

 Basic bookkeeping skills; 

 Effective oral and written communications skills to convey information so that it can be 

understood by recipients; 

 Proficiency in speaking Inuktitut, Inuinnaqtun or French is an asset; and 

 Comfort in working and living in a cross cultural environment. 

 

Abilities: 

To achieve the government’s Vision, the incumbent must position and structure his/her area of 

responsibility to maximize its effectiveness. The incumbent must be adaptable and be open to 

change in order to quickly respond to changing priorities. Being a methodical thinker is a strong 

attribute to identify elements of a problem or situation and develop acceptable solutions. 

 

In Stakeholder Relationships, the incumbent ensures that he/she is enhancing the 

organization’s relationships with external clients, partners and stakeholders. This includes being 

a co-operative team member to attain organizational goals, working independently to complete 

assigned tasks and seeking additional work without prompting. This position requires one to be 

an effective listener, understanding the content and responding in a constructive manner. 

Managing potential conflicts, negotiating effectively, and effectively communicating to 

stakeholders is also a requirement of the position.  

 

The incumbent models Integrity and Authenticity, building a culture of trust, integrity, and 

creative thinking in the organization through demonstrating good judgement and using feedback 

to self-improve.  

 

As a Team Member, the incumbent must practice self-control and respond in a constructive 

manner in stressful situations. At times, this requires being persuasive to influence others to take 

a specific course of action or adopt a new method. 
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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 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. 

Most of the incumbent’s work is normally performed in an office setting at a computer terminal 

or attending meetings, which can lead to back, muscle and eye strain. Daily activities also 

include delivering services to clients and the public. The work day will also include 

communications on the telephone, by email and facsimile as well as reviewing and creating 

documents to support the division. Overtime may be required depending on operational needs. 

Punctuality is very important. In addition, the incumbent may be required to travel to other 

communities.  

 

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. 

The incumbent works in a generally comfortable work environment. However, during the year 

the incumbent may be exposed to adverse environmental conditions, such as extreme weather 

during duty travel. 

 

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. 

Extended hours are spent in preparing, assessing and proofreading material and reports relating 

to office administration and community operations, which requires attention to detail. In 

addition, a considerable amount of time is spent responding to daily queries, or gathering 

information. 

The incumbent requires concentrated sensory attention for prolonged periods of time for: 

 Daily extended periods of developing emails, documents and reports while looking at a 

computer screen; 

 Daily extended periods of keyboarding; 

 Daily assessment of verbal indicators, body language and other non-verbal indicators when 

responding to queries or gathering information with clients and/or staff members; and 

 Daily judgement of personal activities to ensure a safe, harassment free and respectful 

workplace. 



GOVERNMENT OF NUNAVUT JOB DESCRIPTION 

 

 

Administrative Assistant (15-01469) PAGE 7 

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 daily demands range from periods requiring moderate to highly concentrated effort. Some 

activities can be planned while others are reactive as the incumbent does not control client 

volume or divisional deadlines. Department pressure to meet deadlines under these conditions 

can place considerable mental fatigue on the incumbent. 

The incumbent also deals with clients, public stakeholders and various partners and officials who 

may have strong opinions and specific expectations of the position, the department and the GN.  

These expectations may require the incumbent to show his or her confidence, and offer 

information with minimal guidance. 
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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. 

 

 

 

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”. 

 


