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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

05-12304 Warden, Nunavut Women’s Correctional 

Centre 

Assistant Director of Corrections 

 

Department Division/Region Community Location 

Justice Corrections Division Iqaluit Nunavut Women’s 

Correctional Centre 

 

Fin. Code: 05860-01-2-235-0563080-01-???? 

 

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

In accordance with established legislation and policy standards, the Warden of the Women’s 

Correctional Centre is responsible for the operation and administration of the centre. This 

position ensures the safety of the public and staff, as well as providing safe and secure custody 

to those incarcerated within the facility. As part of division’s management team, this incumbent 

will ensure the ongoing provision and evaluation of policy and services offered at the centre, as 

well as advising the Director of Corrections on developments and issues within the facility. The 

position advocates and operates the facility in a manner which fosters public safety, 

contemporary programming, restorative justice and reintegration of offenders, while providing 

support and supervision for the centre’s constituents.   

 

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. 

- The primary goal of the Corrections Division is to provide services encouraging 

restorative justice and successful reintegration of offenders, while implementing 

measures to prevent future re-contact with the Department of Justice 

 

The Warden of the Nunavut Women’s Correctional Centre is a part of a managerial team, which 

advises the Directorate and other Wardens on progress and issues within the Centre, and assists 

in the development of solutions, standards and policies. Facility wardens are afforded the unique 

opportunity to assist in the development of a comprehensive Correctional programming 

initiative in Nunavut. Facilitating a supportive and interactive environment by being accessible 

to offenders is seen as an imperative to help achieve the primary goals of the Corrections 

Division. This position is also accountable for the budget, supervision of case management, 

custody, programming, and procedures, training and scheduling within the facility. 

The focus of the Nunavut Woman’s Correctional Centre is to provide safe and secure custody in 

a stable environment where offenders are encouraged to heal through a culmination of modern 

and cultural techniques and programs. Rehabilitative programming, interpersonal interaction and 

staffing will take a large portion of this position’s schedule; as such, immense value is placed on 

the interactive positive role modeling between staff and women in custody. This interaction is 

seen as a necessity to gain the trust for the success of the dynamic security system employed 
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within the centre, as well as being a component of the rehabilitation/reintegration process. 

Culturally appropriate programs founded in the understanding of current criminological research 

and literature are developed and implemented by this position.  

 

- Work is directed by legislation and Government Policies (i.e. Federal-Corrections 

Conditional Release Act, Corrections Conditional Release Act, Prison and Reformatories 

Act, Criminal Code of Canada, Youth Criminal Justice Act, Young Offenders Act, 

Canadian Charter of Rights and Freedoms, Public Service Act, Access to Information 

Privacy Protection Act); and specific policies (e.g. The Government of Nunavut and/or 

Corrections Directives/Manuals, Territorial Safety Acts and Legislation, Nunavut Public 

Service Act, Human Resource Policies, and the Collective Agreement). 

 

- This position requires strong leadership and dedication to 8 indeterminate and up to 15 

casual/relief employees and eight to twelve (8 to 12) female offenders. The incumbent is 

involved with the recruitment, scheduling, and motivation of staff members, including a 

commitment of resources for staff training. 

 

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. 

1. Manages the operations and security services, within departmental guidelines, to 

ensure a safe and secure custodial environment. 

- Research, develop and implement standing orders, policies and procedures, while 

maintaining ongoing communication with Directorate on issues and developments. 

- Maintain on-going communication with all facility staff, ensuring notification of all staff 

on chances of policy/procedure. 

- Ensure lawful custody of offenders through compliance with all operational policies and 

Divisional directives, while continually reviewing national policies and standards. 

- Monitor behaviour and interact frequently with offenders, address issues and intervene 

when required 

- Complete daily security review of property, and immediately submit work orders as 

necessary to maintain security and operational standards.  

- Manage the intake and release processes, escorts, transportation, visitation, and 

contraband control. 

- Monitor the progressive discipline process and apply appropriate disciplinary action for 

all staff. 

- Responsible for the inventory and ordering of all supplies, including food and speciality 

items for the institution (e.g. medical). 

- Establishes a canteen services for women for purchase of hygiene and other approved 

items. 

2. Monitors and provides direction in facility programming for offenders within 

departmental guidelines, to provide opportunities for rehabilitation and 

reintegration. 

- Research, develop, implement and evaluate modern yet culturally appropriate 

programming based on current literature and needs identified within population. 

- Ensure the programs offered are validated and delivered by the appropriate personnel. 
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- Implement an integrated case management system, which develops individualized case 

plans for offenders and assign to appropriate staff. 

- Develop comprehensive case plans based on best practises in conjunction with staff and 

offenders, outlining plans for programming, reintegration and healing objectives. 

- Conduct bi-weekly reviews with each case worker on their assigned offender, ensuring 

progress and develop strategies to solve issues. 

- Review offender program schedules, evaluate progress, and make recommendations with 

respect to case management and further programming. 

- Oversee the educational programming for the centre and facilitate as required. 

- Review all new warrants and calculate sentences. 

- Review and approve all documentation required for the completion of the intake process, 

including: warrant of committal, risk assessments, effects inventory, admission 

documentation, corresponding entries in COMS (Corrections Offender Management 

System), etc. 

- Accurately update and input documentation into COMS and records, and review staff 

entries for error. 

- Liaise with the applicable community agencies on issues of mutual concern pertaining to 

the successful completion of the reintegration plan for offenders. 

- Maintain a facility ledger to track programming, outings, training, visitation, court, 

release date, for staff and offenders.   

- Review all applications for early release or transfer to be forwarded for approval.. 

- Prepare a transfer warrant for director approval. 

3. Manages  finances  of the Nunavut Women’s Correctional Centre within 

departmental guidelines: 

- Manage and operate within an assigned $1,700,000 budget, and assess for current and 

future capital requirements. Signing authority for all public and trust accounts. 

- Complete quarterly operational budget projections as required and submit by deadline. 

- Process all financial documentation as specified by the Financial Administration Manuel. 

- Ensure all financial records are maintained according to ARCS, in addition to adequate 

documentation. 

- Assist in the review of the operational budget on a quarterly basis with the Assistant 

Director of Corrections. 

- Compile sealift requirements for the Centre, promptly evaluate and submit requirements 

by deadline.  

- Maintain a financial ledger for all money transactions and reviews daily.  

4. Manages human resources within departmental guidelines to ensure effective, 

efficient and motivated staff and a safe working environment. 

- Assist in the hiring and coordination of staffing, including the development of a long-

term human resource plan. 

- Complete annual reviews and performance appraisals on all staff to be submitted to the 

Assistant Director of Corrections. 

- Performance Manage Staff through the use of tools available within the Human Resource 

Manual. 

- Encourage and provide ongoing training and development for staff, including identifying 

current needs, research of teaching resources, funding, succession planning and maintain 

records of training completion. 

- Monitor staff leave and attendance processes. 

- Maintain a shift schedule.  
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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. 

 

Minimum Requirements (Mandatory) 

 Typically, these qualifications are obtained by a Bachelor’s Degree in a Social Sciences 

or a related field with seven (7) years of corrections experience that includes case 

management experience.   

 Three (3) years shall be in a supervisory/managerial role.  

 One (1) year experience working specifically with women in an institutional/facility 

setting. 

 A combination of education and experience may be considered. 

 Class 5 Drivers License 

 Must possess a suitable  criminal record  

 The Department of Justice has determined that due to the obligation to protect the 

privacy rights of female inmates, it is a bona fide occupational requirement of this 

position that successful candidates will be female.   

 

Contextual Knowledge Requirements 

 Awareness of cultural diversity, specifically, northern Inuit issues, traditions and values 

would be considered an asset.  

 Possess a corrections background, with detailed knowledge of institutional operations, 

including duties and responsibilities of a correctional case worker  

 Understanding various corrections related policy and legislations, such as the Criminal 

Code of Canada, Correctional and Conditional Release Act, Corrections Act & 

Regulations and other Territorial legislations, and ability to conduct accordingly. 

 Understanding of the roles and responsibilities of managing a small institution. 

 Strong financial management practices, including budget and variance reporting.  

 Possess a demonstrated understanding of current literature and research in human 

behaviour and criminology, particularly that which pertains to Nunavut.  

 Possess advanced offender management, conflict resolution and negotiation skills.  

  Demonstrated understanding of current academic and healing programming 

 Understanding and a commitment to Inuit language, culture, and traditions to ensure 

program development and institutional operations meet the Government’s objectives as 

stipulated in the Land Claims agreement of 1999  

 

Skills and Abilities (Rated Requirements) 

 Ability to effectively navigate MS Operating Systems, MS Office, in addition to Internet 
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and E-mail applications. 

 Ability to facilitate programs. 

 Ability to conduct both practical and academic research.  

 Ability to compose and edit formal corrections and court related documents, reports, 

briefings, promptly and accurately. 

 Ability and desire to include Nunavut communities, leaders and cultural concepts in the 

justice process in progressive ways. 

 Ability to delegate as an effective team leader and delegate tasks 

 Ability to identify resources/supports and is resourceful in creating new support systems 

and programs with minimal resources.  

 

Asset Criteria 

 Ability to communicate in Inuktitut would be an asset, as it would foster communication 

and understanding within the facility and general public. 

 

Personal Suitability 

 Effective Interpersonal Skills 

 Good Judgement 

 Dependability 

 Good understanding of Self Care 

 Motivated 

 Inspirational 

 

Sills to be Obtained within the Probationary Period 

 First Aid + CPR certification 

  WHMIS (Workplace Hazardous Materials Information System) – On line Course 

 Core Training as it becomes available 

 Mental Health First Aid 

 Familiarity and Understanding of the Case Management Tools used within NWCC 

 Clear understanding of  scheduling 

 Familiarity of our human resource processes as they relate to leave/attendance and 

employee performance 

 

 

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. 

- Work within a small institutional environment, often on foot. 

- Will be required to sit for long periods of time, often in front of a computer 

- Clients can confront you when upset, verbally and/or physically. 
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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. 

- Possible exposure to communicable diseases.  

- Exposure to confrontations with clients and staff. 

 

Sensory Demands 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 

judgements 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 use of sensory perceptions. 

- Need to make quick and accurate judgment calls based on sensory perceptions. 

 

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 the stress related to the level of responsibility involved (e.g. physical 

confrontation, being on-call, etc). 

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

- Verbal and physical confrontation with clients. 

- Dealing with trauma and addictive related behaviours. 

- Staffing issues, progressive levels of discipline. 

- Completing and implementing work projects in short time lines. 

 
ADDITIONAL REQUIREMENTS 

 

Position Security  

 No criminal records check required 

  Position of Trust – criminal records check required 

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

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

Assistant Director Corrections (05-02882) 

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”. 


