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1. IDENTIFICATION 
Position No. Job Title Supervisor’s Position 

14-02539 Head, Kitikmeot Regional 

Operations 

Manager, Nunavut Field Operations 

 

Department 

Community & 

Government 

Services 

Division/Region 

Petroleum Products 

Division 

Community 

Cambridge Bay 
Location 

Cambridge Bay 

 

Fin. Code: 4000 04 4 410 4000000 01 

 

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

The Petroleum Products Division supplies all petroleum products used in each of the 27 Nunavut 

communities. 

 

In the absence of hydroelectric development and alternate fuel sources, the Territory is totally 

dependent on the fuel supplied by PPD.  The Division has annuals sales of approximately $210 

million. 

 

The Head of Kitikmeot Regional Operations manages the inventory of fuel for 7 communities 

ensuring that fuel, in strict conformity with the Government of Nunavut regulations and 

standards, is available to satisfy the needs of all users as well as ensuring the PPD’s tank farms, 

regulated infrastructure and fuel delivery vehicles are kept up to regulatory codes and standards. 

 

The efforts of this officer and support staff will ensure that business, Government and private 

users are able to enjoy a reasonable standard of living in a territory where there are no options for 

alternate fuel purchases. 

 

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 Manager, Nunavut Field Operations the head of Kitikmeot Regional Operations 

manages a critical service for all the people of the Region as if the Region’s fuel supply were to 

fail, it would be impossible to sustain life in Nunavut in modern conditions. 

 

Business, Government, the Qulliq Energy Corporation and the general public are totally 

dependent on PPD for fuel for businesses, office buildings, homes, power plants, schools and 

public institutions.  The Head, Kitikmeot Operations monitors the activities of fuel delivery 

contractors to ensure that they conform to the requirements of their contracts. 

 

Nunavut fuel costs are high, given the current refinery prices of petroleum products and the cost 

of transportation.  These high costs affect the standard of living of all Nunavummuit and 

increase government costs due to the need for across the board subsidies to all residents.  

Although the costs of the products are generally recovered through the pricing regime, the costs 
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of the capital assets program are absorbed entirely by government. 

 

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 Head of Kitikmeot Regional Operations is accountable to the Manager, Nunavut Field 

Operations for the management of the PPD’s storage facilities and distribution network in 

the Baffin region by: 

 Supervising a staff of three and develop the goals, objectives, and training for the operational 

unit, assessing performance and imposing discipline where necessary; 

 Managing the regional expenditures to ensure they are processed in accordance with the 

requirements of the Financial Administration Manual; 

 Working closely with PPD Manager, Contracts and Development as well as PPD Manager, 

Technical and Environmental Services to assist with contract governance and capital asset 

projects’ implementation. 

 

Together with the PPD HQ staff, the incumbent is to oversee their region’s annual 

resupply by: 

 Completing the annual pre-resupply inspections of fuel tanks, pipelines, and tank farm 

infrastructure and fuel dispensing facilities to ensure that all is in readiness for the receipt of 

fresh product by oceangoing tankers; 

 Supervising the discharge of petroleum products in all communities from ship to shore in 

accordance with industry standards and Government regulations; 

 Ensure that the appointed independent inspectors quick test the product delivered by the 

shipper to ensure that it confirms to the main specifications designated in the supply contract 

an also ensure that the independent inspectors send appropriate samples to the designated in 

the supply contract and also ensure that the independent inspectors send appropriate samples 

to the designated testing laboratory for in-depth testing of all contractually required 

specifications; 

 Signing off to accept the shipments on behalf of the Government of Nunavut and as this 

involves millions of litres of fuel if products do not meet specifications the incumbent must 

be prepared to reject the entire shipment 

 Writing reports on the annual resupply for each community. 

 

The Head of Kitikmeot Regional Operations supervises retail sales and inventory 

reconciliation activities and product quality received by end-users by: 

 Investigating user complaints about product quality and taking corrective action; 

 Taking timely samples of the product and performing scheduled quality control procedures; 

 Verifying weekly submissions from contractors, to reconcile sales to receipts, to verify the 

cash submissions and to recover cash shortages; 

 Reconciling the reported sales to the inventory reconciliation to ensure that the Division has 

an accurate estimate of remaining inventory at all time; 

 Approving meter sales and reconciliation forms from community contractors; 

 Recommending write-offs of product volumes due to spills and natural loss of product; 

 Together with PPD HQ Operations, establish a schedule and supervise the calibration of 

metering equipment as required by Government regulations. 
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Liaising with the Manager, Contracts and Development, the incumbent will assist in 

administering the petroleum contracts for each community and together with PPD HQ 

Maintenance Management Specialist monitor the field operations to ensure the proper 

implementation of scheduled preventative maintenance program by: 

 Inspecting tank farms, delivery vehicles and auxiliary equipment and taking appropriate 

action to deal with maintenance requirements; 

 Writing monthly status condition reports; 

 Arrange training of local contractors to perform duties safely and monitoring their 

performance to ensure they meet the requirements specified in the individual contracts; 

 Writing monthly performance reports on local Fuel Delivery contractors. 

 

Liaising with the Manager, Technical and Environmental Services, the incumbent will 

ensure environmental regulations are met by: 

 Maintaining a supply of oil spill cleanup materials and equipment to adequately with potential 

oil spills in all communities of the region; 

 Ensure that emergency measures procedures are in place and trains community responders to 

deal effectively with any fuel spills; 

 Ensuring that any spills are promptly responded to and remediated to the satisfaction of 

regulatory bodies; 

 Preparing prompt and accurate reports of fuel spills and submitting them to the necessary 

authorities; 

 Investigating to assess responsibility for fuel spills and ensuring that corrective measures are 

implemented to prevent recurrence. 

 

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 behaviors 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. 

 Proven supervisory experience within the Petroleum transportation, storage and distribution. 

 Experience and skills in teambuilding, motivating staff and assessing performance;  

 Experience in developing a related training program; 

 Knowledge of Aircraft Refuelling Procedures; 

 Knowledge of SOTO (Supervision of an Oil Transfer Operation) 

 Knowledge of oil spill containment procedures; 

 First Aid (Certificate) 

 Capable of efficiently using computer software for word processing, spreadsheets and email; 

 Familiarity with northern resupply processes; 

 Familiarity with Arctic shipping and the marine transportation of petroleum products; 

 Languages preferred:  Fluent English with a verbal knowledge of Inuktitut, knowledge of 

Inuinnaqtun is considered an asset. 

 

Qualifications 

 This skill and knowledge would normally be acquired through a Business Administration 

Diploma and 5 years related experience 

 Class 5 Driver’s License 
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 Aircraft Refuelling Procedures Certificate 

 Having attended a SOTO 

 Dangerous Goods Certificate 

 Standard First aid Certificate 

 Aviation Fuel Handling Certificate 

 Spill Spill Clean-up Level 1 – Iqaluit DOE 2005 

 WHMIS 

 

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. 

The incumbent must climb storage tanks to inspect tank farm facilities.  This can be dangerous 

due to extreme cold and snow build up. 

 

Is exposed to fuels when dealing with spills, replacing filters, sampling fuels and completing re-

supply operations. 

 

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 Head of Kitikmeot Regional Operations is exposed to adverse weather in the conduct of 

business. 

 

Fuel is delivered in extreme conditions and bad weather is not an excuse for shutting down 

operations. 

 

Dipping tanks and inspecting facilities is done in all seasons and the incumbent must climb tanks 

in all conditions, as such good physical condition is a requirement throughout incumbent tenure. 

 

Travel is primarily by air in small aircraft in adverse flying conditions. 

 

Petroleum products can be toxic and the incumbent is close contact with all types of fuel ranging 

from naphtha, trough gasoline, jet fuel and heating oil. 

 

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. 

The incumbent is accountable for visually inspecting tank farms and capital assets to ensure they 

conform to the requirements of contracts. 
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Petroleum Products must be tested on several occasions over the course of resupply to ensure 

they meet specifications.  The incumbent must be skilled in the use of testing equipment and use 

sight and smell as aids in the testing process. 

 

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 Head of Kitikmeot Regional Operations is involved in extensive travel requiring the 

incumbent to be away from home for long periods of time. 

 

The PPD system is very complex and heavily paper burdened.  Ensuring that all documentation 

is completed is very demanding. 

 

The incumbent makes the decision about accepting or rejecting millions of litres of fuel from 

suppliers.  This major and costly decision can be very stressful as the incumbent is under 

pressure simply to accept the product as it is delivered. 

 

The incumbent must ensure that the appropriate fuel goes into the right tanks.  Mistakes could 

cause mixing of fuels resulting in major financial losses if incompatible fuels are inadvertently 

mixed. 

 

The incumbent is accountable for ensuring that each community has enough fuel meeting 

Government regulations for an entire year.  Mistakes in assessing fuel quality or ordering 

insufficient fuel are mistakes that could cost millions of dollars. 
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7.  CERTIFICATION 
 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

 

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”. 


