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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

05-12916 Finance Officer Warden, RIHC 

 

Department Division/Region Community Location 

Justice Corrections/Rankin Inlet Rankin Inlet Rankin Inlet Healing Facility 

 

Fin. Code: 05870-01-3-320-0567000-01-???? 

 

2. PURPOSE  
 

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

The Department of Justice, Corrections Division plays a leading role in the criminal justice system by 

protecting the community through offender management and control. The Division manages all aspects 

of custody and supports offenders in making positive changes in their behavior and attitudes.  

 

The Rankin Inlet Healing Facility provides custodial supervision for male adults sentenced to 

incarceration of less than two years. It provides basic and advanced programs and additional services 

which balance risks and needs; ensures linkage with Community Corrections based on common 

programming and integrated case management; communicates with stakeholders and participates as a 

pro-active partner in the criminal justice system and the community in which it serves. 

 

The Rankin Inlet Healing Facility is a state of the art 48 bed correctional facility for sentenced male 

offenders. It utilizes advanced offender programming combining modern correctional and counseling 

principles with traditional and culturally relevant idealism. Offenders at RIHF are provided will a broad 

array of tools and services to assist them in addressing the criminogenic factors which drive their 

behaviors. 

 

The management team of the correctional facility works within unique operational imperatives: risk-

based supervision, proven rehabilitation programs, fiscal efficiency achieved primarily through well 

planned staff and shift management, compliance with legislation, policy, security and safety standards, 24 

x 7 operation, and positive interactions with government, local agencies, interest groups, and the 

community. 

 

The principles of “Restorative Justice” are used at the RIHF to address relationships damaged through the 

commission of crimes. Offenders, families, victims and the community are all valued stakeholders in this 

process and programs will be targeted at repairing and restoring these relationships where operational 

needs allow.  

 

The guiding principles of the Inuit Qaujimajatuqangit will be incorporated into the facility’s practices and 

will serve as a key connection between our operations and the community we serve.  

 

The finance officer is a critical position providing accurate information and updates to the Warden on 

financial matters that impact the day to day operation of the centre. It is through accurate documentation, 

tracking and forecasting provided by the finance officer that the Warden makes sound business decision 

in keeping with the division’s corporate goals and fiscal responsibility. 
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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. 

Reporting to the Warden, the finance officer manages the cost-effective operation of the facility by 

organizing the business, financial and administrative affairs, assessing resource requirements, monitoring 

and forecasting resource utilization, recommending efficiencies and developing procedures for the 

purchase of goods and services. 

 

The finance officer also takes a leading role in managing payroll, accounts payable and inmate trust 

functions for the facility. 

 

The finance officer is responsible for planning, developing and coordinating the preparation of the 

facility’s annual budget, and developing financial and PY usage monitoring and reporting systems to 

ensure the financial performance of the institution is accurately reflected. The position provides 

leadership and expertise for the evaluation of financial impacts of changing organizational structures, and 

proposes options and solutions. 

 

 

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. 

 

The finance officer monitors, documents and tracks all aspects of the facilities financial transactions 

and provides expert advice, forecasts and analysis to the Warden by: 

 

- Supporting the operational objectives of the facility by developing, implementing and monitoring 

all business, financial and administrative activities.  The position is the facility’s primary 

resource for financial information, planning, decision making and reporting, and has the 

responsibility to develop and implement all financial and administrative systems, procedures and 

controls, in accordance with division requirements and sound accounting practices.  Unique 

financial features of correctional centres include inmate work accounts, inmate trust accounts, 

inmate welfare funds and a highly complex payroll resulting from shift work.  The finance officer 

advises the Warden and all members of the management team on resource requirements, 

utilization and opportunities to achieve savings. The position manages large contracts. 

 

- Exercises signing authority for expenditures on O&M and accounting authorities as designated. 

 

- Maintains current inventories for the assets of the facility, procures cost-effective goods and 

services, manages payroll and leads a business and supplies cost centre.  

 

- Managing and developing systems, procedures and controls which ensure compliance with 

finance and divisional requirements and sound accounting practices; developing, administering 

and monitoring the facilities budget; providing financial forecasts and variance reports. 

 

- Advising the Warden and other managers on resource requirements, resource utilization and 
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efficiencies for current and proposed activities; preparing financial and PY reports for senior 

management review; monitoring, analyses and reporting on all expenditures. 

 

- Participating in the corporate management of the Facility as a member of the management team; 

leading cost centre composed of the business and supplies sections of the Facility;  

- Providing advice on financial aspects of inmate work programs, large service contracts, inmate 

trust accounts, inmate welfare fund that includes the supervision of the offender canteen, and for 

the tendering, selection, drafting and monitoring of large contracts for food services, health care, 

education and rehabilitative programs. 

 

- Maintaining and managing the acquisition, distribution and safeguarding of assets, such as, 

furniture and office equipment, computer hardware and software, security technology, 

telecommunications, vehicles, staff uniforms and inmate clothing; maintaining up-to-date 

inventories of all correctional centre assets; responsible for the evaluation and selection of 

suppliers and procurement of goods and services through purchase orders, standing orders, 

purchasing cards and other means; managing payroll and leave management systems, ensuring 

staff receive accurate remuneration and benefits in accordance with the Master Agreement and 

related policies; provides information systems support to managers and staff as the primary 

liaison with IT matters. 

 

- Managing projects as assigned by the Warden; participating  as a team member for the territorial 

contract tendering process, internal audits or compliance reviews; conducting investigations as 

assigned; acts as a panel member or chairperson for interview selection panels at this facility and 

other facilities as required. 

- Developing, administering  and monitoring  the Facility’s budget of $5-7 Million dollars 

including developing and assisting in ranking budget packages, preparing the sub-delegation of 

the facility budget to the appropriate managers, forecasting income and expenditures, forecasting 

PY utilization, investigating anomalies and preparing variance reports. 

LINKS 

Facility Management Team, to:  address operational issues; develop strategic plans, determine resource 

needs acquisitions and utilization within their cost centres. 

Division’s Finance Officers to:  participate as a member; develop territory policy on matters related to 

consistency and financial management within the division; performs specific assignments and tasks for 

this group 

Divisions Senior Resource Manager, to:  interpret and apply central financial policy and procedures; 

convey facility information and perspective. 

Management Committees Business and Finance Representative, to:  discuss business, resources, financial 

issues and trends. 

Ministry of Finance, Queens Printer, Product Distribution Resources, to:  ensure that facility staff, inmate 

and supplier needs and entitlements are met in a timely and cost-effective fashion; discuss building 

maintenance and repair. 

Nunavut Public Service Agency, HR Representative, to:  coordinate staffing, placements, hiring and 

personnel issues and to coordinate centre attendance management initiatives, STIIP and LTD issues, from 

a cost perspective. 

Internal and External Auditors, to:  provide orientation and interpretation of facility financial and 

operating activities for periodic audits; discuss audit findings; prepare formal written audit reports.  

Information and Technology Services, to:  identify improvements and resolve problems related to the 

financial information systems. 
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Contracted Service Providers:  resolve day-to-day operating issues, billings and contract requirements. 

 

 

5. KNOWLEDGE, SKILLS AND ABILITIES 
 

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

These requirements are in reference to the job, not the incumbent performing the job. 

Typically the incumbent possesses the following skills and abilities;  

 

- High School Diploma with 3 years of related experience; 

- Grade 11 with 4 years of related experience; 

- Grad 10 with 5 years of related experience; 

- Recognized accounting designation would be an asset; 

- Strong Accounting skills with experience electronic accounting systems; 

- Knowledge of sound financial management practices, budget management, forecasting and tracking 

of expenditures; 

- Demonstrated ability creating and maintaining spreadsheets, graphs and other financial recording 

methods; 

- Ability to recognize trends and compare fiscal periods of spending; 

- Able to provide expert reports to the Warden on financial matters and variances; 

- Demonstrated supervisory and leadership skills; 

- Knowledge of Inuit culture and the ability to speak Inuktitut preferred as this position works directly 

with inmates; 

- Good verbal and written communications skills; 

- Strong interpersonal skills; 

- Clear Criminal Record Check; 

 

Skills to be obtained during a six month probationary period:  

 
- Good understanding of corrections policies and procedures. 
 

 

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. 

- Long periods of time spent daily at a computer can lead to potential eye strain. 

- Considerable length of time during each day typing, writing, etc. can cause a strain on the wrists and 

hands (carpal tunnel syndrome). 

 

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. 

- Long periods of time spent working under fluorescent lighting conditions can result in a physiological 
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strain being placed on the incumbent. 

- The incumbent works in a facility where there is exposure to communicable diseases. 

 

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. 

- Required to stay alert (looking, hearing, listening, etc.) at all times. 

- Ability to focus on financial matters for long periods of time without losing concentration.  
 

 

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. 

- Dealing with stress related to the level of financial responsibility involved. 

- Coping with the effects of working in a secure facility environment. 

- Handling the pressure involved in having to meet tight deadlines. 

ADDITIONAL REQUIREMENTS 

 

Position Security  

 No criminal records check required 

  Position of Trust – criminal records check required 

X Highly sensitive position – requires verification of identity and a criminal records check 
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7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

Warden, RIHF 

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”. 
 


