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1. IDENTIFICATION 

Position No. Job Title Supervisor’s Position 

09-12247 Leave & Attendance Clerk  Superintendent of Schools 

 

Department Division/Region Community Location 

Education Kitikmeot School Operations Kugluktuk Region 4 

 

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

Reporting to the Superintendent of Schools (Superintendent), the Leave & Attendance Clerk (Clerk) is 

responsible for leave and attendance records management for all employees in the Regional Office and 

the schools in the Region. He/she and monitors and ensures that all leave and attendance matters comply 

with and respect Regional / Departmental obligations and requirements.  

 

The incumbent, through their activities, ensures that the Department adheres to / responds to the 

requirements outlined in the Education Act and Regulations, Financial Administration Act, Financial 

Administration Manual, Human Resource Manual, contribution agreements, Collective Agreements, and 

any other applicable legislation, regulations, policies, directives, procedures, etc. 

 

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 Clerk supports the Region to respond fairly and consistently to its obligations to staff (inclusive of 

school staff) by maintaining accurate and up-to-date records on leave credits accumulated and used by 

employees in the Region.  He/she collects, tracks, and reports on attendance statistics across the Region 

with a view to identifying critical trends and situations where steps may need to be taken to address 

emerging issues. In so doing the incumbent: 

 

 Serves to uphold the requirements of established departmental and Government of Nunavut 

human resources policies, directives, statutes, etc.;  

 Contributes to ensuring that Nunavut’s education service delivery objectives are upheld; and, 

 Provides a critical service to employees by ensuring departmental statistics accurately reflects 

each employee’s leave and attendance activities.  

 

The Leave & Attendance Clerk assists the Department in the application of its Project Management 

Process Administrative Directive and participates in Committees (as and when required) that pertain to 

the activities of the Division and / or the Department as a whole. Additionally, the incumbent ensures 

that the services and supports they provide reflect / are aligned with Inuit Qaujimajatuqangit (IQ) 

principles. 

 

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 Leave and Attendance Clerk is responsible and accountable for: 
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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. 

 Functioning as the Region’s primary contact on matters related to staff leave and attendance / leave 

credits; 

 Providing leave, attendance, leave credit advice, guidance, etc. to all Regional staff,   in a consistent 

and timely fashion; 

 Providing regional employees / staff with support (e.g., answering their leave and attendance 

questions, assisting them to fill out leave forms, etc.): 

o Receiving all Leave forms, ensuring the applicable back-up is included and prepared for 

approval and data entry; 

o Receiving all school attendance Registers and comparing them to Leave forms received; 

o Preparing and sourcing all necessary signatures of LWOP and AWOL forms prior to 

sending to payroll; 

o Filing all leave forms to individual files. 

 

 Working with other departmental / regional Leave & Attendance staff and Human Resources 

Officers / Assistants to ensure consistency in the approach to leave and attendance matters across 

the Department and all Regions;  

 Reviewing manuals, legislation, policies, etc. to ensure the Region has a complete and up-to-date 

understanding of all leave and attendance related responsibilities and obligations; 

o Creating an up-to-date checklist of responsibilities and obligations. 

 

 Working with the Human Resources Officer(s) / Assistants to develop guidance (e.g., in-service 

training, policies and procedures, etc.) for distribution / delivery to regional staff, supervisors, 

principals, etc.; 

 Managing the maintenance (under the supervision of the Superintendent) of all leave and attendance 

records for the Region’s NEU, NTA, and Excluded employees by: 

o Establishing and maintaining a leave and attendance file / record for each staff member; 

o Verifying the accuracy and completeness of all records provided and processing them for 

the Executive Director’s / Superintendent’s signature; 

o Providing Principals/supervisors with the necessary guidance and direction to ensure the 

receipt of accurate submissions on a timely basis; 

o Requesting/procuring any missing documentation to ensure leave records are complete; 

o Transferring “Summarized Attendance Return” data to staff records, ensuring accuracy, 

and keeping all leave balances up-to-date; 

o Preparing monthly “Summarized Attendance Return” for all Regional office staff; 

o Reviewing and analyzing data to identify trends and / or areas of concern and identifying 

strategies to mitigate / address areas of concern;  

o Maintaining previous year’s leave record files in good order so they are suitable for 

verification purposes, as required; 

o Processing clearance certificates for terminating employees. 

 

 Ensuring accurate data is communicated in relation to employee leave balances by: 

o Reporting to the Superintendent the status of leave and attendance in the Region and any 

emerging areas of concern along with strategies to mitigate areas of concern;   

o Providing supervisors with up-to-date information about employees’ leave balances as 

required, to ensure leave credits are not over-utilized; 

o Providing supervisors with appropriate guidance and direction regarding the liquidation of 

appropriate leave credits and signing authority limitations; 
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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. 

o Auditing all leave records and providing employees with a written summary of their leave 

balances on an annual basis; 

o Providing written information to employees and their supervisors when employees have 

utilized the maximum casual sick days in one year (e.g., 9 days). 

 

 Informing the Human Resources Officer(s), Superintendent, etc. of issues that require their 

attention; 

 Responding to requests for information from the Human Resources Officer(s), Superintendent, and 

Executive Director as and when requested; 

 Contributing to the production of annual and adhoc reports (e.g., Annual reports) for the 

Superintendent and HR Officers/Assistant; 

 Identifying opportunities, both within and external to the RSO, to enhance service delivery and 

improve overall efficiency and effectiveness; 

 Performing other duties as required. 

 

 

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. 

The skills and knowledge required to successfully undertake the responsibilities of this position come 

from the completion (at a minimum) of Grade 12 (or equivalent) studies; 2 years of 

financial/administration experience would be an asset. Fluency in an Inuit language would be an asset. 

Equivalencies will be considered.   

 

In addition to this, the ideal candidate has the following knowledge, skills, and abilities: 

 Awareness of Human Resources theory and principles;   

 Familiar with best practices in the field of general human resources administration; 

 Familiar with / capable of learning the regulations governing the liquidation of leave credits; 

 Working knowledge of the Nunavut educational system / school systems; 

 Familiar with the Education Act and Regulations, and applicable legislation, policies, regulations, 

procedures, directives, etc.; 

 Experience working with Collective Agreements; 

 Proven experience undertaking accurate and time-efficient data entry tasks using records management 

/ classification systems; 

 Excellent research and analytical skills;  

 Excellent communication (written, verbal, listening) skills (i.e., capable of communicating in a 

bilingual / bicultural context, ability to convey complex ideas and information using lay terms) with 

the ability to exercise the tact and diplomacy required when dealing with staff and others; 

 Commitment to excellent customer / client service and demonstrated experience delivery excellent 

customer / client support; 

 Capable of developing and working with teams and participating in shared leadership situations; 

 Knowledge of office practices and the ability to operate common office equipment (e.g., photocopier, 

etc.); 

 Demonstrated math skills (basic level required); 
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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. 

 Computer literate with and demonstrated data entry skills (with significant emphasis placed on 

accuracy); 

 The incumbent is expected to uphold and maintain strict confidentiality relating to the substance and 

structure of the work undertaken. Regional compliance is dependent upon the incumbent’s ability to 

effectively undertake their duties; 

 Experience managing and interfacing with stakeholders to track down required data; 

 Ability to work under tight timelines and meet deadlines; 

 Detailed-oriented, methodical, organized; 

 Critical thinker with the ability to be innovative and effectively / efficiently resolve problems; 

 Ability to work independently, demonstrating a high degree of personal initiative and sound 

judgement; 

 Familiar with or capable becoming familiar with and effectively utilizing the Department’s 

computerized systems and software. 

 

 

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 spends the majority of their time seated either in front of a computer or on the telephone 

addressing staff questions, dealing with vendors, etc.  These can contribute to physical strain on the body 

and senses.   

 

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 works in a normal but busy office environment where they are exposed to the normal 

interruptions of an office environment (e.g., background noise, impromptu meetings with team members, 

etc.).  This can be somewhat distracting and pose a challenge to concentration. 

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. 

The incumbent’s work needs to be very accurate; as such, requires a significant amount of focus and 

attention to detail which can contribute to eyestrain.  Further to this, the incumbent spends the majority 

of their time seated either in front of a computer or on the telephone addressing staff questions, tracking 

down accurate date, etc.  These can contribute to strain and associated stresses.   
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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 need to contact schools to request properly completed and authorized documents coupled with the 

pressure of deadlines, diverse and sometimes heavy workloads, can collectively contribute to tension and 

/ or anxiety.  

 

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”. 


