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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

See Appendix Institutional Cook See Appendix 

 

Department Division/Region Community Location 

Justice Corrections/Baffin See Appendix See Appendix 

 

Fin. Code: See Appendix 

 

 

2. PURPOSE  
 

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

The Incumbent will work under the direction of the Food Services Manager at the Baffin Correctional 

Centre (BCC) The cook will prepare meals, instruct offender kitchen workers, and conduct required 

kitchen operations to ensure the timely and secure delivery of meals.  

The position is required to ensure Food Safe, Health and Safety regulations are followed to provide 

quality assurance to staff and offenders. 

This position will play a key role not only in cooking and preparing meals but in teaching offenders 

recognized kitchen practices and food handling protocols. These must meet a culinary education 

certificate that is effective and recognized by external agencies. 

 

 

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 Institutional Cook works within unique operational & program imperatives: risk-based supervision, 

proven rehabilitative programs, program efficiencies and established outcomes, compliance with 

legislation, policy, security and safety standards.  This is a 24 x 7 operation, and promotes positive 

interactions with all levels of government, local non-government agencies, and interest groups.  The 

principles of restorative justice are used at the BCC to address social & criminogenic factors leading to 

incarceration. Institutional programs will be targeted at developing self-sustainability of Nunavut Inuit 

post custody.  

The guiding principles of the Inuit Qaujimajatuqangit are incorporated into the facility’s daily practices 

and serve as a key connection between our operations, programs and the community partners.   

This position follows established policies and procedures for food services using regulations and 

guidelines set forth by Health Canada including but not limited to Canada’s Food Guide and Food Safety 

Standards, Occupational Health and Safety Act, WHMIS regulations and HACCP standards, to provide 

quality assurance to staff and inmates.   

You will be directly involved in the preparation and delivery of healthy meals within our facility. This 
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includes an understanding and adherence to Food safety procedures as well as professional conduct.  

This position is subject to a 40 hour week to a maximum of 2080 hours annually and is a member of the 

NEU Bargaining Unit. 

 

 

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. Prepare food services for Iqaluit Custody Facilities (BCC, Makigiarvik, YO and NWCC) 

• Under the guidance of the Food Services Manager you will help ensure the kitchen operates 

under strict compliance of institutional, Municipal, Territorial and Federal regulations. You will 

maintain standards with regards to sanitation procedures, food storage, preparation, and record 

keeping requirements and when necessary initiate action to resolve and improve quality, service 

and compliance issues that may arise.                         

• Prepare and deliver nutritious food services in an efficient cost-effective manner. Adhere to 

policies, standards, schedules and procedures for client/staff meal service, including tray systems, 

meal distribution/delivery times, support equipment and supplies, ware washing, and equipment 

maintenance, sanitation and safety. 

•  Help ensure the efficient use of resources and equipment to minimize waste and maximize 

nutritional output in a fiscally responsible manner. 

• Assist with monitoring inventory levels to minimize costs, space requirements and waste without 

compromising quality operations. 

• Assist with the cleaning, preparation, butchering and packaging of harvested “Country Foods” 

when available. 

2.  Assist in supervision of a small crew of offenders. 

• Under the direction of the Food Services Manager you will help provide technical direction and 

/or training to support offenders that perform a variety of duties such as washing, cleaning, 

preparing foods, tools or equipment 

3. Assist in the promotion of a learning environment for offenders by:  

• The proper operation of equipment and systems including the safe handling of utensils, foods and 

preparation equipment. 

• Help demonstrate and coach offenders to learn a variety of skills on a graduated scale from 

washing dishes to creating soups, entrées, deserts and sides.  

4. Performs other duties as required such as: 

• Promote a clean and safe working environment by maintaining compliance with safety 

guidelines,  

• Ability to adhere to accredited regulations and codes regarding food preparation, production, 

storage and sanitation 

• Identifying required equipment repairs and report to Food Services Manager 

• follows and maintains institutional security procedures; 

• observes and assesses inmates behaviour, and intervenes when appropriate; 
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• may be required to apply informal disciplinary action on inmates; 

• collects data and writes safety and security reports; 

• assist with contraband control; 

 

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. 

Qualification requirements:  

• Minimum two (2) years of cooking experience in a high volume production environment. 

Familiarity with therapeutic diets and allergies, infection control, quantity control, quality 

control, portion control. 

• class 5 driver’s license 

• first aid and CPR certification 

 

Contextual knowledge: 

• knowledge of purchasing and inventory control 

• knowledge of apprenticeship program 

 

Skills and abilities:  

• ability to instruct inmates 

• good verbal and written communication skills 

• sound problem solving skills 

• good interpersonal skills 

• The ability to communicate in more than one of Nunavut’s official languages will be considered 

an asset as this position works directly with inmates.  

 

This is a highly sensitive position. 

 

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 
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This position will require long periods of standing and working on your feet as well as the ability to lift 

up to 50 pounds intermittently. 

Continually remaining alert to inmates that maybe attempting to breach rules within the kitchen. 

 

 

 

 

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. 

Significant exposure daily to various conditions which could produce considerable discomfort and/or a 

moderate risk of accident or ill health due to the nature of the facility and clientele. 

Ability to multi-task and stay on task and concentrate with some interruptions. 

Coping with the effects of working in a secured facility environment. 

The temperature and humidity within the kitchen area may vary from time to time due to certain 

equipment running. 

Dealing with difficult offenders where the opportunity for physical confrontation is present. 

 

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. 

Required to stay alert (looking, hearing, listening, smelling, etc.) at all times.  

Ability to make accurate and sound judgment calls based on sensory perceptions. 

Majority of time spent in kitchen with equipment running consistently. 

 

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 stress related to the level of responsibility involved.  

Coping with the effects of working in a secured facility environment. 

Dealing with stress involved in working with difficult clients where the opportunity for physical 

confrontation is present. 
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7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

Food Services Manager (05-01945) 

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”. 
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9. Appendix 

 

Community Position Supervisor Freebalance Code    

Iqaluit 05-00637 
Food Services Manager (05-
01945) 05831-01-2-235-0563000-01    

Iqaluit 05-02441 
Food Services Manager (05-
01945) 05831-01-2-235-0563000-01    

Iqaluit 05-02512 
Food Services Manager (05-
01945) 05831-01-2-235-0563000-01    

Iqaluit 05-13574 
Food Services Manager (05-
01945) 05831-01-2-235-0563000-01    

Iqaluit 05-13575 
Food Services Manager (05-
01945) 05831-01-2-235-0563000-01    

       
       

 


