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1. IDENTIFICATION 

Position No. Job Title Supervisor’s Position 

09-NEW Curriculum Coordinator  Team Lead, Transition Programs 

 

Department Division/Region Community Location 

Education Curriculum Development  Baker Lake Region 3 

 

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

Reporting to the Team Lead, Transition Programs; the Curriculum Coordinator  works to support students to 

successfully and confidently navigate the Education Program. This is done through the development of, 

adaptation, revision and replacement of curricula and/or programs and services relating to any and all 

career and post-secondary planning, understanding graduation requirements, and the requirements of 

post-secondary institutions and employers as well as supporting transitions.  

 

The incumbent will support the Team Lead’s efforts to monitor Nunavut’s graduation requirements and 

pathways to ensure that they remain relevant. They will also assist to coordinate and lead efforts to ensure 

that career development and labour market information and programming remains embedded throughout 

the Education Program whether it be ensuring that there is a focus in the early years on career and 

occupational awareness to the secondary level where career and program planning must occur to support 

students to make the appropriate choices so as to ensure that the greatest number of options remain open 

beyond graduation. This will often involve working with the other Curriculum Coordinators in the 

Curriculum Development division.  

 

Further to this, the incumbent is ultimately responsible for: 

 Coordinating the development of curricula related to transition programs; 

 Coordinating efforts related to piloting the new curricula; 

 Ensuring the implementation of the new curricula in schools;  

 Monitoring  feedback from curriculum stakeholders with regard to student progress, or lack of 

progress, in a particular curriculum area and responding appropriately with review, adjustments 

or adaptations;  

 Evaluating programs, services and procedures for instruction, curriculum and resources in 

Transition Programs for Nunavut for grades K-12; and 

 Participating in committees and boards that inform or pertain to matters of curriculum 

development.  

 

The incumbent also assists other Curriculum staff with specific projects and curriculum initiatives related 

to the field of Transition Programs. These projects will also involve work with other departments, 

organizations and agencies.  

 

Quality programming relating to career planning will support improved student achievement levels and 

smoother transitions between schools and from secondary to post-secondary and the labour market. 

Strong Transition programs will also ensure schools address multiple intelligences and balance academic 

with artistic development. Implementation of a collaborative curriculum approach is also expected to 

result in strengthened programs that reflect the holistic and integrated nature of overall curriculum 

implementation and delivery within Nunavut schools.  

 

The incumbent, through their activities, ensures that the Department adheres to the requirements outlined 

in the Education Act, Inuit Language Protection Act, and other relevant regulations and policies relating 
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Main reason why the position exists, within what context and what the overall end result is. 

to Transition Programs curriculum are met. 

 

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 Curriculum Coordinator has responsibility for making appropriate changes to the grade K-12 

Transition Programs curriculum in the Nunavut school system. The incumbent works collaboratively 

with the other Curriculum Coordinator, for Transition Programs to work together as a team in producing 

a well-integrated and logically progressed curriculum across the K-12 spectrum, especially to produce a 

seamless transition from the elementary to secondary grades. The incumbent also works with the Early 

Childhood Resources Coordinators in order to enable a natural progression from pre-kindergarten 

education to the kindergarten curriculum, and the Adult and Post-Secondary Education Coordinator in 

order to enable a natural progression from grade 12 to post-secondary education. In addition, the 

incumbent works with Curriculum Coordinators in the other curriculum strands in order to harmonize 

their curriculum content and realize opportunities for collaboration and/or cross curricular connections 

across the strands.  

 

The incumbent works closely with Resource Services staff members in order to ensure that all resource 

materials adequately support the teaching and learning of the curriculum and are translated into 

Nunavut’s official languages.  The incumbent also collaborates with teachers in the field and with other 

experts working within the Transition Programs discipline. The incumbent will need to work closely with 

staff from various other departmental divisions which provide support to the Education system.  

 

A key aspect of the work of this position is the research with Elders and community members to ensure 

the curriculum and resources developed reflect Inuit Qaujimajatuqangit (IQ). The incumbent also works 

collaboratively with the Culture and Heritage Advisors to ensure that the curriculum and resources 

developed are reflective of Inuit culture, values and perspectives.  

 

The work is carried out within the mandate of the Education Act and government and departmental 

direction for Inuit Qaujimajatuqangit, as well as curriculum development and pedagogy.  

 

The incumbent may, when directed,  prepare or assist in the preparation of  briefing notes, response 

letters to third party requests pertaining to the education program, Minister’s Speaking Notes, in 

cooperation with the Team Lead, Director, members of the Directorate and the Minister’s staff. 

 

The incumbent has no direct reports.  

 

The Curriculum Coordinator supports the Department in the application of its Project Management 

Process Administrative Directive and participates in / sits on Committees (as and when required) that 

pertain to the activities of the Division or the Department as a whole (e.g., Student Achievement 

Committee, etc). 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 Curriculum Coordinator is responsible and accountable for developing the grade K-12 curricula, 

resources and materials for Transition Programs by: 
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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. 

 Conducting reviews of existing Transition Programs curricula and resources and assessing 

current programs and projects in these subject areas in Nunavut schools; 

 Determining and identifying needs for appropriate curriculum development; 

 Researching approaches to Transition Programs in other jurisdictions and reviewing them in 

terms of application in Nunavut;   

 Developing directives, policies, procedures and approaches to Transition Programs in Nunavut 

schools; 

 Ensuring that Inuit Qaujimajatuqangit is the basis for the curricula and implemented throughout 

the curricula in effective and relevant ways for students; 

 Determining the appropriate student learning materials to support each curriculum strand or unit 

of study with teachers, curriculum staff and Resource Services staff; 

 When applicable, ensuring curricula is developed so that it can be delivered in all 4 languages of 

Nunavut; 

 In partnership with Partner Relations staff, establishing strong working relationships with Elders, 

community members, teachers in schools and colleagues in the Department to ensure strong 

cultural experiences and competencies for Transition Programs curricula and resources; 

 Coordinating a working group with Elders, community members and teachers to identify specific 

competencies for the curriculum; 

 Participating in departmental curriculum outcomes or competency development committees to 

ensure competencies included reflect Inuit Qaujimajatuqangiit, are based on current educational 

research, best practice, and an appropriate progression of knowledge, skills and attitudes; 

 Supporting Nunavut’s literacy framework in relation to curricula;  

 Participating in inter-jurisdictional curriculum committees; 

 Meeting with Early Childhood Resources Coordinators and Adult and Post-Secondary Education 

Coordinators to ensure a natural transition from kindergarten into primary, secondary, and post-

secondary education; 

 Collaborating with the Student Achievement division to establish Nunavut-wide indicators for 

success in Transition Programs; 

 Collaborating with Educator Development to ensure that in-service training provides teachers 

with the resources, skills, and knowledge to effectively implement the K-12 Transition Programs 

curriculum; 

 Establishing on-going monitoring procedures and record keeping processes to assess 

developmentally appropriate student progress in this area; 

 Providing differentiated activities in the instructional units  for students who are not achieving as 

per the benchmarks; 

 Working with other departments, agencies and organizations and coordinating working groups on 

the development of Nunavut-specific Transition Programs projects; 

 Publicizing and developing opportunities for student enrichment and exploration in discipline 

areas through specialized programs, camps and initiatives; 

 Keeping current with research and educational theory, and promoting that information with other 

education staff as appropriate; 

 Establishing networks of teachers in appropriate discipline areas; 

 Assisting the Team Lead in developing and initiating contracts for teams of curriculum writers 

when necessary , in the relevant areas of discipline; 

 Assisting with in-servicing, monitoring and supporting the work of curriculum writers as 

required; 

 Informing the Team Lead, Director, Assistant Deputy Minister and Deputy Minister of issues that 
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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. 

require their attention; 

 Responding to requests for information from the Team Lead, Director, Assistant Deputy Minister 

and Deputy Minister; 

 Developing proposals for third party funding to support projects with resources from other 

sources; 

 Providing annual and ad hoc reports (as and when requested) on curriculum activities to the 

Team Lead; Director; Assistant Deputy Minister, Education; etc. 

 Supporting the Team Lead to produce key documents (e.g., briefing notes, etc.); 

 Identifying opportunities, both within and external to the Division, 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. 

These requirements are in reference to the job, not the incumbent performing the job. 

The knowledge, skills, and abilities required to successfully fulfil the requirements of this position may 

come from having a Bachelor’s Degree in Education in a related field (a Master’s Degree in curriculum, 

or related field would be an asset) and eligible for a Nunavut Teacher’s Certificate. In addition, a 

minimum of 5  years of teaching experience in grades K-12 including/in combination with demonstrated 

experience with curriculum, course, program, or resource development and implementation within this 

curricular strand. Demonstrated experience in project work at the school/regional or territorial/provincial 

level would be an asset. Teaching experience in Nunavut or northern schools would be considered an 

asset. Fluency in an Inuit language would be considered an asset.  

 

Performance of these duties will occasionally require school visits.  As such, the position is considered a 

highly sensitive position and requires both a clean Criminal Record Check as well as Vulnerable Sector 

Check. 

 

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

 

 Knowledge of the Education Act and government structures and practices;  

 Knowledge and awareness of Inuit Qaujimajatuqangit and how to apply it to related curriculum 

projects; 

 Knowledge of departmental philosophy, educational principles, beliefs, and pedagogy; 

 Knowledge of related subject areas – obtained through appropriate educational credentials and 

teaching experience in those disciplines; 

 Knowledge and understanding of community and culture based education and community 

development approaches; 

 Knowledge of educational theory and research in the relevant areas of discipline; 

 Knowledge and experience with a wide variety of teaching approaches and methodologies, 

particularly those appropriate in bilingual contexts;  

 Knowledge of the changing social, political and economic context of Nunavut; 

 Knowledge of the curriculum development process and how to apply it to a particular discipline. 

 Skills in working with Elders and community members to research Inuit Qaujimajatuqangit; 

 Skills in the development, modification and implementation of curriculum, resources and school 

programs; 
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Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

These requirements are in reference to the job, not the incumbent performing the job. 

 Excellent communication skills (both written and verbal) in a bilingual, bicultural context; 

 Experience and understanding of computers – including data entry, spreadsheets, Outlook and 

word processing; 

 Skill in developing and working with teams and participating in shared leadership situations; 

 Skills in curriculum development; 

 Skill in organization and time management; 

 Skills in workshop design and facilitation;  

 Skills in project management;  

 Skills in problem solving, trouble shooting, conflict resolution skills; 

 Experience using computers for data entry, spreadsheets, email and word processing.  

 Ability to work collaboratively with a variety of partners of all ages and different cultures; 

 Ability to be innovative and work to resourcefully solve problems; 

 Ability to work independently, demonstrating initiative and sound judgement; 

 Ability to multi-task and work under tight timelines and meet deadlines;  

 Ability to demonstrate a high degree of personal initiative; 

 Ability to positively influence others and make collaborative decisions; 

 Ability to make decisions that are consistent with Department philosophy, principles and values; 

 Methodical and a critical/strategic thinker. 

 

 

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 has a heavy workload which may require long and busy work hours with the need to 

complete overtime hours. Prolonged sitting and reading will be required in addition to the occasional 

lifting of boxes of documents and reports, and heavy equipment such as projectors. These may all 

contribute to fatigue and / or physical stress. 

 

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. 

Work is performed in a normal office environment. Background noise such as telephones may cause 

some distraction and may result in difficulty concentrating. Occasional travel is required to southern 

jurisdictions and small communities in Nunavut. While on travel the incumbent will be exposed to 

conditions which are not comparable to their home community. 

 

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. 

Prolonged and intense periods of concentration are required when carrying-out listening, reading, 

analysis, and writing tasks. Much of the work performed by the incumbent is done on computer.  This 
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along with tasks involving charts, spreadsheets, and small print which may result in eye strain. 

 

Further to this, the incumbent will be called upon to travel across Nunavut where they will be interacting 

with a variety of stakeholders.  Much of the work carried-out by the incumbent involves a collaborative / 

team approach (i.e., working groups, etc.) with a variety of stakeholders with varying interests; this can 

contribute to stress.   

 

Working in a bilingual environment requires the ability to concentrate and listen carefully in order to get 

the full perspective. This does require elevated listening skills and hearing ability. 

 

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 work carried-out by the incumbent requires the ability to: cope with multiple interruptions, balance 

competing priorities, and manage individuals applying pressure. Balancing the demands of the position 

within tight timelines whilst concentrating to ensure the accuracy, insight, and diplomacy can contribute 

to stress. 

 

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. 
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“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”. 


