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1. IDENTIFICATION 
 

Position No. Title Supervisor’s Position 

03-14204 Employee Relations Analyst Manager, Employee Relations (03-09940) 

 

Department Division/Region Community Location 

Finance 03730-01 Employee Relations and Job 
Evaluation  

Iqaluit Iqaluit 

 

Fin. Code:  03730-01-1-111-0300000-01-???? 

 

2. PURPOSE  
 

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

The Employee Relations Analyst (‘the Analyst’) contributes to developing and maintaining positive 
workplace relationships in the Government of Nunavut (GN) in accordance with legal obligations, 
Collective Agreements, and Inuit values. 
 
The Analyst is one of four positions working with the Employee Relations (ER) and Return to Work 
(RTW) Consultants and reporting to the Manager of Employee Relations. The Analyst provides support 
to the Employee Relations Consultants and Return to Work Consultants and under ER and RTW 
Consultant and Manager guidance provides advice to clients, training, interpretation of collective 
agreements and other authorities governing the terms and conditions of employment, return to work 
issues, and alternative dispute resolution. 
 
The Analyst positions share a portfolio of Department,  Public Agency and/ or Boards and support each 
ER Consultant and RTW Consultant by way of assisting in the responsibilities of investigations, preparing 
mediation sessions, managing grievances, preparing for arbitrations or tribunals, attending or arranging 
disciplinary meetings,  and conducting research on case law or jurisdictional comparisons. 

 

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? 

Under the guidance of an ER Consultant or the RTW Consultant, the Analyst provides or assists in 
providing expert advice, training and guidance to departments in handling employer/employee 
relations, accommodation or return to work issues, grievances and disciplinary actions which are critical 
aspects in the development and maintenance of a productive and harmonious working environment in 
the GN departments, boards and agencies. The Analyst also provides assistance in managing the GN’s 
Return to Work program and promotes compliance with the Human Rights Act and duty to 
accommodate. The position promotes effective relationships between bargaining agents and GN 
departments, boards and agencies. 
 

With a working knowledge of applicable laws and policies and alternative dispute resolution 
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mechanisms, work with the ER and RTW Consultants to accurately interpret and provide expert 
guidance to clients. Legislation, policies and alternative dispute resolution mechanisms include 
Collective Agreements, Human Rights legislation as well as mediation and investigation services that 
affect and impact the employer-employee relationship. Focus is to play an active role in shaping the 
organizational climate of the GN, contribute to the GN as being an employer of choice and to retain 
staff and addresses harassment and workplace conflict. 
 

With guidance, accurate interpretation of laws, including the Collective Agreement and Human Rights 
legislation affecting the employer-employee relationship has wide ranging impacts on the 
government’s work force, especially in terms of costs and productivity.  The provision of alternative 
dispute resolution techniques, mediation and investigation services to departments plays an important  
role in shaping the organizational climate of the GN, contributes to the GN as being an employer of 
choice, retains staff and addresses harassment in the workplace. 

 
 

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 incumbent is responsible for results in the following key areas: 

1. Provision of  expert advice: 
Provides expert advice and guidance to assigned departments, boards, agencies concerning work place 
issues and alternative dispute resolution processes as assigned by the ER or RTW Consultants; 
Researches, analyzes, and assesses relevant and appropriate policies, legislation and laws; Provides 
advice and guidance on the application of the Public Service Act and Regulations by reviewing the 
appropriate authorities and past rulings and providing recommendations to the ER and RTW 
Consultant. 
 

2. Disciplinary actions 
Plans,  coordinates and oversees the preparation required  for  investigations including researching  
case law and jurisprudence in order to recommend solutions for employee / employer relations issues;  
developing materials required to arrange for fact finding or disciplinary meetings, developing questions 
and notices and deciding the appropriate questioning and terms, policies, or authorities to reference, 
and participation in investigation meetings where required. Additionally, the position drafts summary 
reports and recommendation letters for corrective actions while referencing the appropriate 
authorities and research on case law, and maintains files and logs all fact finding meetings and 
disciplines received in the shared e-mail into a database; and contacts Departments when appropriate 
documentation for disciplines or fact finding meetings has not been received. 
 

3. Grievances 
Researches case law and jurisprudence and drafts grievance reports in order to assist the ER Consultant 
in making recommendations for grievance management; Produces liability estimate reports for each 
grievance, making an educated estimate based on the merits and the elements of each grievance; 
Maintains grievances files and logs all grievance activities in appropriate databases; Regularly runs 
reports on grievances to track information or provide information on grievances as requested; and 
Develops grievance meeting agendas and prepares documentation in preparation for grievance 
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resolution meetings. 
 

4. The Collective Agreement  
Develops interpretation reports or memoranda of opinion referring to relevant authorities, 
considerations or issues as required. Collects and maintains collective agreement interpretations and 
rulings into a centralized document; Researches other jurisdictions, case law, or commentary to assist 
the ER Consultants in making an Employee Relations ruling;  Collects recommendations for Collective 
Bargaining in a centralized document;  Coordinating the development of Interpretation Manuals for all 
bargaining units by collecting interpretations, documenting them in the manual, managing 
consultations for the manual, and ensuring the updates are posted. 
 

5. Research and analysis 
Plans, coordinates, implements,  monitors and reports on related organizational development 
strategies and/or initiatives   (i.e. training) to promote a positive working environment; Supports the  
Job Evaluation validation process and/or changes by checking position occupancy, verifying position and 
incumbent information, and making recommendations to the ER Consultant on the action; Conducts 
research on employee relations issues as requested; Plans ,  manages and undertakes ad hoc special 
projects relating to employee / employer relations, and human resource management; and actively 
researches current resolution of employee/ employer and Human Rights disputes seeks an 
interpretation or undertakes the analysis necessary to understand the implications for the GN work 
place.  
 

6. Arbitration and hearings 
Researches jurisprudence to support the employer’s case.  Ensures provision of all necessary logistical 
support during arbitration hearings, which may include the copying of files, contacting witnesses, 
arranging for preparation meetings, and gathering documentation as requested.  
 

7. Providing training and support to management  
Contributes to the development of ER related training materials and facilitates training sessions; 
Reviews training materials and makes recommendations for formatting changes, content changes, or 
recommendations for case studies. Supports the ER and RTW Consultants by contacting the department 
to make arrangements for training, books training space, and prints/collects materials for training.  
 

8. Other Duties as assigned by the manager including but not limited to: 
Providing information that allows for tracking of performance measures for the division; Special 
projects and inter-divisional coordination; and Consulting with colleagues to ensure consistency in 
interpretation and handling of complex cases. 
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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 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. 
CONTEXTUAL KNOWLEDGE 

 Knowledge of collective agreements, human resources policies, and terms and conditions of 
employment;  

 A broad knowledge of the theories, principles and practices in the human resource field; 

 A sound understanding of employee / employer relations principles and practices as they exist 
in various jurisdictions; 

 Particular knowledge of employment conditions in a unionized, public sector environment. 

 Advanced knowledge of Microsoft Excel, Outlook, Word, PowerPoint, and work with HRIS 
systems.  

 
Assets include an in-depth knowledge of user departments, boards and agencies in Nunavut, training in 
conflict or dispute resolution, the ability to communicate and write in Inuktitut, knowledge of Inuit 
Societal Values, and a good understanding of compensation policies and practices. 
 
Knowledge and understanding of the social and cultural milieu of Nunavut, including but not limited to, 
Inuit culture and economy, community awareness, environmental characteristics and northern 
experience.  
 

SKILLS 

 Excellent consulting skills, proven skills in accurately identifying problems and excellent 
analytical skills in understanding the dynamics in conflict situations;  

 Sound research and analytical skills and abilities to find precedents and to offer current and 
accurate material from the labour/industrial relations field; 

 Strong organizational and interpersonal skills; 

 Excellent verbal and written communication skills;  

 Ability to prioritize and to multitask in a time sensitive environment. 
 

ABILILITES 

 To work well in a team setting, with a variety of managers, legal advisors and clients; 

 Judgement and outstanding ability to foresee consequences of management practises; 

 To manage conflict in the workplace and deal with adversarial clients or contacts; and 

 Discretion and ability to maintain confidentiality are essential.  
 
Typically, the above contextual knowledge, skills and abilities, would be attained through the following: 

 Completion of post-secondary education (Degree or Diploma) in a related field (IR, LR, HR or 
Social Sciences); 

 1 (one) year of demonstrated experience in Employee Relations / Labour Relations (ER/LR) is 
required. 

 

An acceptable combination of related education, training and experience may be considered.  
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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. 

Office environment; however, this can change while attending or supporting arbitration / human rights 
hearings. Long hours of continuous attention require periods of sustained auditory and visual attention.  
Intermittent and sometimes prolonged periods of keyboarding to access and enter information / data 
and to prepare briefs and other documents result in exposure to computer monitor glare and fatigue. 

 
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 must deal with adversarial union representatives as well as client representatives who 
may become confrontational and aggressive.  Frequently, the incumbent is required to respond within 
short time frames to deal with urgent demands of clients. 

 
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. 

Auditory attention is required to understand and record key information being provided by unions and 
others. Dexterity and coordination are required to use keyboard to input information in the 
preparation of briefs and to retrieve date / information from computers / internet. 

 
Sensory 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. 

Deals with significant stress and conflict, particularly during periods of negotiations due to the 
pressures of tight deadlines, the adversarial nature of the negotiation and dispute resolution processes 
and conflicts between employees and managers.  In addition, the demands and pressures of client 
departments and agencies can impact the emotional well-being of the incumbent. Finally, the impacts 
of judgements can have significant negative consequences to the employer and employees if they are 
not based on sound analysis and expert knowledge.  
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7. CERTIFICATION 
 

 
 
________________________________________ 
Employee Signature 
 
 
 

Printed Name 
 
 

Date 

 
Manager, Employee Relations (03-09940) 
 

Supervisor Title 
 
 
 

Supervisor Signature 
 
 

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”. 
 


