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1. IDENTIFICATION 
 

Position No. 

 
Job Title Supervisor’s Position 

10-4108 Medical Travel Supervisor Manager, Travel Programs 

 

Department Division/Region Community Location 

Health  Baffin Iqaluit Iqaluit 

 

Freebalance Coding: 10150/01/1/235/1000000/01/1000 
 

 

2. PURPOSE  
 

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

Under the direction of the Manager of Travel Programs, the incumbent has both regional and 

territorial responsibilities.  On a regional level the incumbent is accountable for coordinating the 

planning, organizing, implementing, and evaluating activities and staff schedules that facilitate 

the safe, efficient and economical transfer of residents from the Baffin Region to Health Centres 

and Boarding Homes in Iqaluit, Ottawa and other points in Canada as required.  This position 

supervises the data entry of medical travel information into the government’s information 

systems as required.  This position provides leadership supervision and guidance to staff 

coordinating medical travel. 

 

On a territorial level, the incumbent receives direction from Medical Travel Program leadership 

and works closely with other Regional Medical Supervisors to ensure the Medical Travel 

Programs policies and procedures are adhered to and medical travel stakeholders across the 

Territory are provided a consistent medical travel experience.  

 

The incumbent works with health center staff, regional case management, boarding homes, 

various travel insurance programs and the airlines to resolve medical travel issues and to ensure 

our clients are receiving the highest standard of care possible during their travel process. 

 

 

 

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? 

 

Medical travel in the Baffin region amounts to over 34 million.  This position will have a major 

impact on the Department of Health’s ability to effectively manage those costs.  Finding creative 

ways to reduce costs and insure a high level of service will be an ongoing challenge.  
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This position facilitates all aspects of travel for the Baffin region to emergency and scheduled 

medical appointments both within the region and to various referral points outside the region. 

 

Ensuring that clients have a positive experience and are treated with respect will greatly impact 

on the public perception of health care delivery and the Department of Health.  This position will 

be responsible for investigating complaints and putting into practice solutions to ensure the 

smooth delivery of services. 

 

Timely entry of complete and accurate medical travel information into the Meditech and 

Medigent software systems will help with the processing of payments to the airlines. 

 

 

 

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. Coordinates the planning, organization, implementation, and evaluation of the activities 

of the Medical Travel Unit to arrange for the transportation and accommodation of 

patients and escorts, to and from points within the Baffin Region and to other points 

outside of Nunavut by: 

 Coordinating the setting, reviewing and updating processes to ensure that needs 

of patients and escorts are met and to identify efficiencies; 

 Scheduling staff for on-call coverage; 

 Investigating and resolving problems concerning travel and medical appointments 

for patients and escorts that are referred by staff or by the medical practitioners; 

 Developing and maintaining good working relationships and practices with 

counterparts involved in medical travel.  (i.e. nurses, medical staff, airlines, etc.); 

 Maintaining the Medical Transportation Operations Manuals, which provide 

guidelines related to the provision of services and entitlement, in consultation 

with Medical Travel leadership, Health Insurance Programs and distributing 

updates to all Health Centres; 

 Assisting in preparing and updating orientation pamphlets and information 

brochures on medical travel; 

 Arranging for the orientation of new community health nurses, physicians, and 

other health care workers to referral and medical travel networks and Department 

of Health policies and procedures; 

 Interpreting the relevant territorial acts  and orienting health care professionals or 

the public according to their requests and level of understanding; 

 Acting as a liaison between finance staff in the Corporate Services Division and 

the Medical Travel Unit; 

 Performing audits to ensure that required Medical Travel records are maintained; 

 Preparing reports and collecting information as requested by the Manager of 

Medical Travel; and 

 Participating in a routine on-call schedule to provide 24/7 on-call task coverage 

for emergency medivac and patient services after scheduled working hours. 
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2. Supervises the accurate and timely processing of medical travel referrals by: 

 Coordinating the development of written desk procedures consistent with 

governing acts, regulations and policies; 

 Investigating discrepancies referred by staff; 

  Developing and maintaining good working relationships with other Government 

departments with respect to contractual arrangements to administer employee 

medical travel; and 

 Collaborating with the other departmental staff to identify efficiencies in claims 

processing. 

 

3. Assists in the daily operations of the Medical Travel unit by: 

 Supervising staff, including drafting performance evaluation and recommending 

decipline; 

 Obtaining and recording complete and accurate information on patients referred 

for services requiring medical travel, accommodation, escorts, and medical aids; 

 Ensuring medical travel information is accurately and completely recorded in the 

various computerized information systems; 

 Coordinating with various referral centres to ensure the appropriate duration of 

medical travel for appointments with specified health professionals, taking into 

account their needs for escort services, airline schedules, weather conditions and 

the need for ground transportation; 

 Advising boarding home managers regarding the dates of clients appointments 

and travel arrangements and alerting same for special needs requirements (i.e., 

elders, handicapped, children); 

 Providing the personnel at Ottawa Health Services Network Inc. with the data 

required for a patient’s admission and to meet patient travel needs; and 

 Obtaining and recording specified information concerning clients being 

medevaced on scheduled and chartered aircraft for admission or outpatient care at 

facilities in Iqaluit or Ottawa. 

 

4. Coordinates and supervises effective liaison with patients, medical and health centres, 

Boarding Homes and Health, with due regard for confidentiality of patient medical 

information by: 

 Analyzing patient and financial data for trends and potential savings. 

 

5. Provides territorial support for medical travel personnel by: 

 Developing training materials on medical travel policies and guidelines and 

participating in the delivery of training for regional staff; 

 Assisting with budget development processes by providing timely and accurate 

medical travel cost information and volume statistics; 

 Assisting with medical travel forecasting by develop templates and coordinating 

the gathering of information needed to provide an accurate and timely forecast; 

and 

 Providing information necessary for ministerial and departmental responses to 

medical travel inquiries. 
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6. Addresses concerns about medical travel process and investigates client complaints 

concerning any aspect of medical travel: 

 Exercises diplomacy and mature communication skills for dealing with public 

issues and with service providers (vendors); 

 Ability to offer support and direction to medical travel staff in all regions; 

 Coordinates discussions with regions and makes recommendations for changes; 

and 

 Communication with the various regional offices to insure awareness of changes 

in policies or guidelines and assisting with implementation of changes to the 

medical travel processes by providing training and subsequent reviews. 

 

7. Assist with other travel program duties as required. 

 

 

 

5.  KNOWLEDGE, SKILLS AND ABILITIES 

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

 

 

Extensive knowledge and experience is required in the area of financial management and public 

governance and policy.  Knowledge and experience in program and service delivery in the 

public sector. 

 

Contextual Knowledge: 

 Theories, principals and practices of Human Resource management;  

 Theories, principals and practices of financial and contract management; 

 Theories, principals and practices of customer service; and  

 Theories, principals and practices of project/program management 

 

Skills / Abilities 

 Superior organizational skills; 

 Advanced computer skills including experience with Microsoft Word, Excel and 

Outlook; 

 Advanced communication skills both verbal and written; 

 Strong analytical and problem solving sjills; 

 Ability to work in a fast paced, time sensitive environment;  

 Ability to work in a culturally diverse environment where individual cultural competency 

is to be strived for an a goal within Medical Travel programs and the GN;    

 Ability to build teams, and collaborate with stakeholders; 

 Ability to build provide strategic guidance; prioritize and implement;  

 Ability to work independently with minimal supervision; 

 

Asset: 

 The ability to speak more than one of Nunavut’s official languages is considered an 

asset; and   

 Experience in travel booking software application is considered an asset. 
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The ideal candidate will have completed a Diploma in Business Administration or related field, 

with a minimum of three (3) years related experience in the field of management or related, 

including 1 year of supervisory experience. 

An acceptable combination of education and experience may be considered. 

 

This is a Position of Trust.  Criminal Record Check is required. 

 

 

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 occurrence of physical 

demands, environmental conditions, demands on one’s senses and mental demands. 

 

 

Physical Demands 

 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue. 

 

 

Physical effects are experienced due to prolonged interaction with computer monitors in a sitting 

position.  Eye strain, back discomfort and keyboard induced tensions are the most common 

 

Physical effects may be experienced due to tight deadlines, dealing with politically sensitive and 

urgent inquiries and complaints. 

 

 

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 disrupt regular work schedules and travel requirements. 

 

Generally the major portion of the workload is carried out in an environmentally controlled 

atmosphere.  There may be some exposure to non-controlled elements on occasion. 

 

The position requires periodic travel on various types of aircraft. 

 

 

Sensory Demands 

 

Indicate the nature of demands on the jobholder’s senses to make judgements through touch, smell, sight 

and hearing, and judge speed and accuracy. 

 

The position requires prolonged periods of analyzing numerous detailed data on a computer 

screen within a moderately noisy office environment. 
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Mental Demands 

 

Indicate conditions that may lead to mental or emotional fatigue. 

 

Potential for conflict, lack of control and workload can result in prolonged periods of mental 

concentration and are physically, mentally and emotionally demanding. 

Dealing with upset clients and escorts. 

Dealing with politically sensitive issues. 

 

 

 

7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

__________________________________________ 

Printed Name 

 

 

__________________________________________ 

Date 

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

 

 

__________________________________________ 

Supervisor Title 

 

 

__________________________________________ 

Supervisor Signature 

 

 

__________________________________________ 

Date 

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”. 

 

 

 


