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POSITION DESCRIPTION 

 

Position: ADM, Operations   Division: Directorate 

 

Position #: 04-14497    Location: Iqaluit 

 

Reports to: Deputy Minister   Date:  April 1, 2019 

 

 

________________________   ________________________ 

Deputy Minister     Date 

Department of Human Resources 

 

General Accountability 

 

The Human Resources Operations branch consists of Employee Relations and Job 

Evaluation, Staffing (HQ), and Regional Staffing. Tasked with managing these functions, 

responsibilities include employee and union relations; workplace health, safety and 

wellness; position development and staffing. 

 

The Assistant Deputy Minister, Operations provides expert advice and strategic direction 

on human resources matters both internally (to senior management, the Deputy Minister 

and the Minister) and across all GN departments, boards and agencies. The Assistant 

Deputy Minister, Operations also represents the department and/or GN through a 

leadership role on several inter-departmental, jurisdictional and multi-party committees. 

 

Key activities of the Assistant Deputy Minister, Operations include: 

 

 Manage an effective, fair and transparent staffing process that is compliant with the 

Priority Hiring Policy. 

 Provide leadership and guidance reflecting Inuit societal values in the administration 

of Workplace Health, Safety and Wellness programming. 

 Foster a Government of Nunavut workplace environment that encourages 

employees to access internal mechanisms to submit recommendations for workplace 

improvements. 

 Lead the GN in collective bargaining and represent the GN during negotiations as 

mandated. 

 Provide timely and consistent labour relations and job evaluation expertise.   

 

Organizational Structure 

 

The Assistant Deputy Minister, Operations is one of four staff members reporting directly 

to the Deputy Minister. The other three are: 

 

1. Assistant Deputy Minister, Strategic Management 

2. Director, Corporate Services 



  Page 2 of 5 

3. Executive Secretary 

 

A total of four staff report directly to the Assistant Deputy Minister, Operations: 

 

1. Director, Employee Relations and Job Evaluation (25 staff) 

2. Director, Staffing (21 staff) 

3. Director, Regional Staffing (19 staff) 

4. Executive Secretary, Operations 

 

Employee Relations and Job Evaluation 

Employee Relations provides professional employee relations advice and services to 

departments and agencies and contributes to the GN’s overall ability and capacity to 

attract, retain and fairly compensate employees through the collective bargaining process. 

Workplace Health, Safety and Wellness facilitates compliance with Workers’ Safety and 

Compensation Commission (WSCC) requirements and offers programs to support the 

general wellbeing of all employees. Employee Relations also acts as the liaison between 

the government and the Ethics Officer. Job Evaluation provides technical advice and 

assistance to departments and agencies on organizational design and job evaluation to 

promote a consistent and fair classification structure for GN positions. 

 

Staffing Operations 

This program works in collaboration with GN Departments and Public Bodies to obtain a 

qualified, representative, and responsive workforce. Leading the program’s operation and 

providing oversight of the staffing delegation, the Division is responsible for developing 

staffing policies and procedures; providing relocation services; supporting Departments 

to achieve their Inuit Employment objectives; and managing a centralized staffing 

service, including the Summer Student Employment Equity Program.  

 

Regional Staffing Operations 

Regional Operations manages staffing services to the GN’s offices outside of Iqaluit 

through offices in Igloolik, Rankin Inlet and Cambridge Bay. Regional staffing offices 

are responsible for providing relocation services; supporting Departments to achieve their 

Inuit Employment objectives; and managing a centralized staffing service, including the 

Summer Student Employment Equity Program.  

 

Nature and Scope 

 

With the support of its management and staff, the Assistant Deputy Minister, Operations 

effectively and efficiently delivers its key activities, responsibilities and mandate. The 

HR Operations team is made up of Employee Relations and Job Evaluation, Staffing 

(HQ), and Regional Staffing.  

 

This position has a critical role in determining how government departments and public  

agencies manage their employees. The position has a direct and government-wide impact  

and can significantly affect the operations of government departments, boards and 

agencies, as well as the public image of the GN.  
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The Assistant Deputy Minister, Operations is frequently called upon to advise others on 

the resolution of complex human resources matters, including those with significant 

financial and legal impacts. The position is a significant contributor to major government 

programs and initiatives including Inuit employment planning and decentralization and is 

a key decision maker with respect to re-organizations of departments. Furthermore, the 

Assistant Deputy Minister, Operations is one of the senior officials responsible for 

developing and implementing the Government of Nunavut's Human Resource Strategy. 

 

The position creates the strategic direction for the divisions of responsibility and ensures 

that direction reflects corporate priorities, goals and objectives and that these are 

effectively communicated. In addition, the position will demonstrate and continually 

stress the importance of a client service approach when providing and receiving 

information within the department and between Departments, Boards and Agencies. 

 

The position will ensure the priorities and requirements of Article 23 of the Nunavut 

Agreement are incorporated in all aspects of the services provided within its divisions 

and the department.   

 

Dimensions: 

 

 

Divisional Budget:        $346,000 

 

Staff 

Directly reporting: 4 

Total: 65 

 

Specific Accountabilities 

 

Employee Relations and Job Evaluation 

 

 Directs collective bargaining activities related to the GN's three collective 

agreements; 

 Responds to grievances, harassment and human rights complaints, as well as other 

employee/employer issues; 

 Oversees workplace health, safety and wellness programs that meet legislative 

requirements and support a health and respectful workplace; 

 Provides an equitable, efficient, quality job evaluation system for the GN; and 

 Ensures GN departmental re-organizations are thoroughly reviewed and assessed to 

determine both position and employee impacts. 
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Headquarters and Regional Staffing Operations: 

 

 Provides a strategic focus for GN staffing practices; 

 Ensures that a professional and responsive staffing service is provided to GN 

departments; 

 Contributes to the GN's Inuit Employment Plan, in partnership with the 

Sivumuaqatigiit Division of the Department of Human Resources by developing 

new approaches to recruiting and staffing a representative public service; 

 Works in partnership with Nunavut Housing Corporation on all staff housing 

matters, including policy development; 

 Oversees the staffing appeals process, including representing the GN on the Staffing 

Review and Appeals Committee; and 

 Advises and directs the department's Regional Staffing Operations on staffing 

matters to resolve issues in a timely manner and ensure consistent application of 

staffing processes across the territory. 

 

Management of the Assistant Deputy Minister, Operations Branch: 

 

 Determine the priority of policy, procedures, regulations and standards development 

work in the unit and ensures that sufficient and appropriate human resources have 

been allocated to the tasks;  

 Recruit and manage employees and contract personnel; 

 Direct and manage multi-disciplinary projects; 

 Develop training plans for the Branch; and 

 Develop and manage plans and budgets for the Branch. 

 

Knowledge, Skills and Abilities 

 

Contextual Knowledge: 

 

 Knowledge of public administration, strategic planning, evaluation, human 

resources and program design theory and principles; 

 Knowledge of policy and legislation development in public sector environment and 

experience its application; 

 Knowledge of Acts, regulations and policies specific and relevant to Nunavut; 

 Knowledge of budgeting and financial planning practices in the public-sector; 

 Knowledge of computer applications and programs related to the position;  

 Knowledge of Nunavut-specific economic, political, social and cultural 

considerations. 

 Superior judgement, strategic thinking and the ability to negotiate and obtain 

consensus are required to resolve issues in a complex, diverse and uncertain 

environment.  
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Skills and Abilities: 

 

 Exceptional ability to communicate complex issues and to formulate solutions; 

 Strong conceptual and reasoning skills and high tolerance for ambiguity; 

 Senior management skills including the ability to plan, prioritize and direct the work 

of contracted resources gained from extensive experience in a large private sector 

enterprise and/or public-sector organization; 

 Superior communication skills including writing, persuading, negotiating, problem 

solving, mediating conflict, guiding and making presentations; 

 Financial management skills and the ability to manage a large budget;  

 Ability to build strong relationships and foster a cooperative environment; 

 Ability to maintain long-term perspective while delivering short-term solutions; 

 Ability to deliver within tight deadlines; and 

 Ability to work within a diverse cultural, functional and technological environment. 

 

This combination of knowledge, skills and abilities would normally be acquired through: 

 

 An undergraduate degree in public administration, business administration, human 

resources or related field from a recognized university; 

 Seven (7) years of experience in human resources, within a unionized environment; 

 Ability to deescalate difficult situations; problem solving and mediating conflict is a 

requirement for this position; and 

 Five (5) years of senior management experience. 

 

The following criteria would be considered assets: 

 

 Experience working in a Northern environment in the Public Sector;  

 The ability to communicate in more than one of Nunavut’s official languages; and 

 A master’s degree in a related field. 

 

An acceptable combination of education and experience may be considered. 

 

This is a position of trust and will require a criminal record check.  

 


