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

17-12273 Income Assistance Worker Regional Manager Income Assistance – 

17-07136 
 

Department Division/Region Community Location 

Family Services Income Assistance/ 

Kitikmeot 

Kugluktuk Kugluktuk 

 

Fin. Code: 17210-01-4-430-1700000-01-1000 

 

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

Under the supervision of the Regional Manager Income Assistance or the Manager Income 

Assistance and in accordance with the Social Assistance Act, regulations, policies and 

departmental procedures, the incumbent will be responsible for the integrated delivery of the 

Income Assistance Program and ensuring that all clients are positioned to make workable, 

productive choices. Counselling may include referrals to appropriate agencies to address 

employment barriers. 

 

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 Income Assistance Worker is responsible for providing services to the community for a 

variety of Income Assistance programs including Social Assistance, Child Day Care Subsidy, 

Seniors Fuel Subsidy, and Nunavut Senior’s Supplement. 

 

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. 

Administering Financial Assistance by: 

 Providing financial assistance to persons in need according to the Income Assistance 

legislation 

 Appraising clients who feel aggrieved by the assessment of the Income Assistance appeal 

system 

 Referring clients who are ineligible for Income Assistance, or those requiring further 

counselling to other programs or agencies 

 Verifying that documentation is correct and complete 

 Data entering all appropriate information for each client in a timely manner on the 

computerized client management system 

 Maintaining all individual client documents in a confidential and secure manner 

 

Counselling Income Assistance recipients: 

 Interviewing clients on an individual basis to review client histories goals and perceived 
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needs 

 Assisting clients to identify potential barriers to achieving goals and helping them to establish 

contingency plans 

 Ensuring clients are clearly informed as to agencies, institutions, support groups, which may 

alleviate individual barriers and referring where, appropriate 

 Regarding productive choices available in their community 

 “Case conferencing” with other helpers working with the client to ensure an Integrated 

approach to client development 

 

Doing Community Development Work: 

 Working as part of a team with other community helpers (e.g. adult educator, Economic 

Development Officers, school staff, career development officers) to establish community 

based career/employment development plans and identify other “productive choices” suitable 

for the community. 

 Working with other members of “Inter-agency” groups to support and promote “wellness” 

activities. 

 Developing working relationships with other community and regional agencies to which 

Income Assistance recipients may be referred (e.g. social worker, alcohol and drug worker, 

community justice worker). 

 Making presentations to schools, Inuit organizations, community groups, and the general 

public about Income Assistance Programs. 

 Updating and distributing Income Assistance Program information. 

 

Completes Administrative Duties By: 

 Setting up appointments with clients 

 Filing  

 Arranging for bill payments 

 

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. 

 Bilingual Required – Inuktitut and English 

 

 Must pass Criminal Record Check for this position 

 Requires knowledge of Income Assistance legislation, case management processes, and 

community agencies for referral purposes 

 Requires counselling skills, excellent interpersonal skills, presentation skills, and the ability 

to work in a computerized environment 

 Work in a team environment with community partners and other Income Assistance Workers 

in the region 

 Requires the ability to maintain confidentiality and deal with and defuse contentious 

situations 
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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. 

Long periods of time spent in front of the computer screen can cause neck, back, and eyestrain, 

including carpal tunnel syndrome within the wrist. Although a majority of the time for this 

position is spent at a desk, there is opportunity for the incumbent to get up and move about the 

office. 

 

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. 

Works in a generally comfortable office setting. 

 

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. 

Volume of work is periodically high, must have the ability to work in a high stress 

environment. 

Must be able to listen carefully to personal financial information from clients. 

Requires a skilled visual acuity to understand and manipulate information on a computer 

screen, 

There is a requirement for accuracy and correctness. 

 

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. 

Employee may have to deny social assistance to an applicant, who may disagree with the 

assessment and be angry or upset. Employee may have to deny assistance to applicants who are 

personally well known to them. 

There are mental demands that require the incumbent to ensure that the works is accurate and 

complete and performed in a timely manner. 

Imposed deadlines, multiple demands, time pressure and lack of control over the pace of work 

occurs most of the time and may produce tension, irritability, and strained professional and 

personal relations. 

Frequent interruptions by clients, colleagues and team members are difficult to control and 

result in frustration due to loss of concentration and having to redo or restart tasks 

The incumbent must coordinate a heavy workload, set priorities for tasks, deal with the public 

in person and on the phone and effectively manage time to meet frequent and competing 

deadlines. 
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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”. 


