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Qulliq Energy Corporation Job Description 

 
Position Title 
Policy Analyst - 701C06 - Excluded 
 
Reports to: 
Manager, Policy & Planning 
 
Reporting to this Position 
No Direct Reports 
 
Location 
Iqaluit, Nunavut 
 
Positional Objective 

The Policy Analyst provides essential services in the development and coordination of the 
Corporations strategic planning, policies and procedures. The evaluation and revision of existing 
policies and programs to ensure efficiency, consistency and relevance is an ongoing priority for 
this position. As well, the position will take initiative in recommending the creation or 
amendment of legislation, or the development of new policies or procedures, in accordance with 
current research and political priorities, and supported by thorough analysis. 

The position works closely with the policy team developing and coordinating comprehensive 
research. The position liaises with colleagues to ensure the timely and accurate dissemination 
of information to and from the Minister’s Office, the Board of Directors, Senior Management and 
QEC Offices. A key area of responsibility involves tracking and preparing correspondence and 
briefings for Senior Management, the Board of Directors and the Minister’s Office.   

Keeping abreast of current issues and trends, the position identifies and provides analysis on 
pertinent research areas, integrating and disseminating this information as appropriate. In 
cooperation with the Manager, develops official submissions, including research reports, Board, 
Cabinet, and legislative documentation, and other information items as required. The provision 
of ministerial support and briefings is also an ongoing responsibility. The Position maintains a 
high level of discretion and takes initiative to solve problems. 

The Policy Analyst will be required to assist in addressing a very broad range of issues, 
frequently of a highly complex and sensitive nature.  As well, the Policy Analyst participates in 
work in a number of strategic areas simultaneously and in order to meet strict deadlines as well 
as the goals of the corporation. Advice from the Policy Analyst and their supervisor may directly 
impact the QEC’s policies and legislation.   

 
KEY ACCOUNTABILITIES: 
 

1) Policy Development & Implementation 

 
a. Monitoring and critiquing political, social, economic and demographic developments 

affecting QEC, including the expressed positions of federal, territorial and community 



 

Revised May 2017  Page 2 of 5  

governments, Inuit organizations and other stakeholders; 

b. Projecting the impact of these developments affecting QEC, alerting the Manager to 
contentious issues and recommending responses; 

c. Analyzing pertinent documents such as research papers, studies, proposals, Legislative 
Assembly debates, federal agency discussion papers and correspondence to determine 
their corporate and fiscal effect on QEC policy and the development of same; 

d. Soliciting, analyzing and integrating input from managers and analysts, as well as 
regional staff, in the course of policy and program evaluation and development; 

e. Performing comprehensive assessments of proposed policies and programs, including 
SMART objectives, identifying potential political, legal, social, economic and financial 
impacts, determining performance indicators and recommending modifications; 

f. Evaluating existing policies and programs to determine their consistency with and 
effectiveness in meeting Corporation, government-wide and client priorities; 

g. Prioritizing research needs, coordinating the development and implementation of 
research work-plans and evaluating final products; 

h. Analyzing policy options, including initiatives of other jurisdictions, and evaluating the 
various implications of these options;  

i. Recommending strategies to ensure consistency and compliance with government-wide 
policies, directives and guidelines, including Access to Information and Official 
Languages; and 

j. Managing the Corporation’s reference materials and informational requirements of 
databases. 

 

2) Coordinating Projects & Studies 

 

a. Researching, summarizing and analyzing existing policies, programs and regulations; 
b. Identifying knowledge gaps and potential focus areas for new or enhanced research 

studies; 
c. Developing terms of reference, methodologies and work-plans for research projects and, 

once approved by senior management, implementing them; 
d. Gathering information from all interested parties and relevant sources, including 

literature and on-line data, surveys, statistical reports, and interviews; and 
e. Analyzing and summarizing research data and preparing reports, in a variety of formats, 

to communicate findings and recommendations. 

 

3) Executive Support 

 

a. Coordinating thorough, accurate and timely Corporation-wide submissions of information 
for Senior Managerial and Ministerial briefings; 

b. Preparing and editing official submissions, including Board documentation, Requests for 
Decision, Information Items, the Corporate Plan, and research reports, as well as special 
correspondence as required; 

c. Developing special reports, briefing notes, letters, and responses required by the 
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Minister, the President/CEO, the Director and the Manager.  

d. Act as the Manager, Policy & Planning as required; and 

e. Other duties as may be assigned by the Manager, Policy and Planning and the Director, 
Corporate Affairs. 

 
KNOWLEDGE, SKILLS AND ABILITIES 

 

 Knowledge of the review, implementation and administration of policies, guidelines, 
programs and procedures; 

 Knowledge of government administration procedures, the legislative process, and 
policy/program development; 

 Ability to perform analyses of, and make recommendations regarding, complex 
situations with changing political and economic factors; 

 Experience in, and sensitivity of, cross-cultural environments; 

 Proficiency with PC applications;  MS Office suite of applications, Adobe, the 
Internet (researching);  

 Ability to become familiar and proficient with government information systems; 

 Excellent organizational and planning skills; 

 Excellent communication skills (oral and written); 

 Proven ability to prioritize work, meet tight deadlines while paying attention to 
details, ensuring a high standard of quality work; 

 Ability to undertake assignments of considerable importance, usually of a 
confidential nature; 

 Ability to speak Inuktitut, Inuinnaqtun and/or French is considered an asset; and  

 Knowledge of Nunavut, the Land, Language and the Culture is an asset.  
 

EDUCATION AND EXPERIENCE REQUIRED 
 

 A university degree obtained from a recognized university in political science 
public relations, communications, public/business administration or a related 
field.   

 Minimum 2 years of direct policy related experience. 

 Proven experience required in two or more of the following areas: policy research 
and development, program analysis, market analysis, strategic planning, media 
relations, communications, and public relations. 

 Experience working in a policy, analyzing markets, project management, or 
coordinating role with an agency, board or Crown Corporation is a definite asset. 

 A combination of education and experience will be considered. 

 



 

Revised May 2017  Page 4 of 5  

KEY CONTACTS 

Internal QEC Contacts 

 Manager, Policy & Planning (daily) 

 Director, Corporate Affairs (daily) 

 President and CEO (weekly / as required) 

 Senior Management (as required) 

 Board of Directors (as required) 

 Minister’s Office (as required) 

 QEC Employees (as required) 

External QEC Contacts 

 Community and Government Leaders 

 Regulatory Bodies 

 Research Organizations 

 Industry Contacts and Associations 

 Governments, Inuit organizations and other stakeholders 

 
OTHER INFORMATION (TRAVEL, PHYSICAL DEMANDS/CONDITIONS): 
 
Travel:  
 

 Limited travel within the territory of Nunavut and within Canada may be required. 
 
Physical:  

 

 Daily use of computers and other office equipment. 

 The majority of incumbent’s time is spent in a sitting position with frequent 
opportunities to move about.  

 Extended work hours may be necessary on occasion: fatigue may result.  
 
Sensory: 
 

 Moderate eye strain may occur due to length of time on a computer. 

 The incumbent works in a typical office setting, dealing with policy and 
communication issues that are politically sensitive in nature.  

 Extended hours can be spent in preparing, assessing and reviewing lengthy and 
complex commitments such as legislation and regulations that require attention 
to details and may cause eyestrain and other physical discomforts.  
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 Considerable time is spent in meetings, which requires concentrated listening 
and comprehension.   

 
Mental: 
 

 The incumbent must coordinate a heavy workload and competing deadlines, and 
liaise with colleagues in person, on the telephone and electronically.  

 The incumbent must explain complex strategies or difficult or unpopular policies 
to QEC staff, which may be mentally draining and requires a high degree of 
knowledge, confidence, discretion and diplomacy.  

 Providing direction and motivation to committees and staff requires enthusiasm, 
confidence and sensitivity to Inter-cultural relations.  

 Political pressures, tight deadlines, changing priorities, and multiple demands 
can add to mental anxiety and can increase stress level.     

 
 
 
 
Signature of Employee: ________________________________________ 
 
Dated: _____________________________________________________ 
 
 
Signature of Supervisor: _______________________________________ 
 
Dated: _____________________________________________________ 
 

 

Approval of President & CEO: ___________________________________ 
 
Dated: _____________________________________________________ 
 
 
 
 
 
 
 
“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”. 

 


