
1. IDENTIFICATION 

Position No. 
 

Job Title 
 

Supervisor’s Position  

14-03283 
 
 

POLICY ANALYST Manager, Policy and Legislation 

Department 
 

Division/Region 
 

Community Location 

Community & Government 
Services 

Policy & Procedures Iqaluit 235 

Fin Code: 14040-01-1-235-1400000-01-???? 

 
2. PURPOSE  

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

Under the general direction and supervision of the Manager of Policy and Legislation, this position is 
responsible for researching and developing policies to address the priorities and strategic direction of 
the department. The Policy Analyst coordinates and evaluates policy, program and consultation 
initiatives of all community development/support related initiatives of the Department; prepares and 
tracks Ministerial correspondence and briefings; and provides liaison with other departments and 
non-government organizations to promote understanding and cooperation within and outside the 
Government of Nunavut.  
 
The incumbent is responsible for assisting in departmental policy and procedures development and 
review; and, operational review and quality control. The position maintains departmental policy 
documents and coordinates the dissemination of information to headquarters and regional staff for 
the Nunavut Region.  
 
This position will also be responsible for coordinating and organizing FPT files related to Community 

Services (Ministers Responsible for Local Government, Ministers Responsible for Sport and 

Recreation, Minister Responsible for Emergency Management and Ministerial Co-chair of the Hudson 

Bay Roundtable).  

 

 
3. SCOPE 
 

Describe in what way the position contributes to and impacts on the organization. 
 



This position is accountable for research, analysis and writing related to policies and directives 
affecting areas of Community support/development.  The position affects the approval of new 
programs and policies by Cabinet and the Legislature and fulfils legislative requirements for program 
reporting to the Legislative Assembly. The position consults with staff and coordinates the work of 
senior managers and other government Departments, including senior Finance staff, to ensure quality 
and timeliness of submissions and the inclusion of human resources implications in the development 
of government policies and initiatives.  The incumbent’s effectiveness in this role will be a direct 
reflection of the department’s ability to meet its goals and objectives with regard to policy, 
administrative and operational matters.  
 

 
4. RESPONSIBILITIES 
 

Describe major responsibilities and target accomplishments expected of the position.  For a 
management position, indicate the subordinate position(s) through which objectives are 
accomplished. 
 
Leads the development and ongoing evaluation of departmental policies, procedures and programs. 

 Lead in the evaluation of existing community support/development policies and procedures to 
determine their effectiveness in meeting departmental and governmental priorities 

 Research and analysis of other jurisdictions and relevant reference materials to make appropriate 
policy recommendations 

 Work closely with program managers to ensure that departmental policies, procedures and 
guidelines are consistent with their program needs as well as consistent with government priorities 
and objectives. 

 Coordinate consultations on community support/development policies under development with 
departments across government and other impacted client groups 

 Prepare policies and supporting documentation for Cabinet review and approval; monitor the 
outcome of Cabinet reviews and work with program managers to implement recommendations 
made. 

  Identifies the need for and conducts consultations, assessments and monitors public and 
community reaction to current policies and programs. Uses information gathered about existing 
policies, directives and programs, to: 

 identify gaps to be addressed to meet Government priorities and Department mandate;  
 research and assess alternatives, including initiatives of other jurisdictions;  
 prepare cost-benefit analysis as needed;  
 initiate development of new objectives;  
 develop terms of reference for policy proposals, incorporating stakeholder input where 

possible;  
 Assess proposed policies and programs from within the Department and from other 

Departments to determine their suitability and compatibility with existing policies, programs 
and priorities. 

 Conducts tests or trial applications to learn the effect of proposed policies or programs and 
identify short term indicators of acceptable performance. 

 Prepares detailed implementation plans and conduct follow-up studies; revise plan as 
factors change. 



 Coordinates regional input into policy and planning for the Department and liaises with 
counterparts in other jurisdictions for advice and input. 

 Represents, as required, the Department in inter-jurisdictional committee and working group 
meetings and conferences.  

 Provides policy direction and planning and evaluation support to Regional Staff. 

 Monitors political, legal, environmental, social and economic developments relevant to the 
Department, including stated positions of national, territorial, regional or local organizations; 
project future trends based on current developments. 

 Alerting senior management to contentious issues, recommending strategies to ensure 
implementation and compliance with government policies, directives and guidelines. Services 
issues and may be required to be a member of inter-departmental committees for various 
Community Services related initiatives or GN wide issues.  

 
Provides support to the strategic and business planning of the department by: 

 Assisting the Director in coordinating the planning processes to address the departments needs and 
priorities  

 Ensuring necessary planning processes and systems are in place to implement and monitor results 

 Assisting directors and managers to complete reports on each operational review and 
recommending changes to departmental procedures and systems to promote efficiency, 
effectiveness, and adherence to standards and regulations. 

 Analyzing the results of operational reviews to identify system wide problems, which require the co-
operation of headquarters and region to implement solutions. 

 
Coordinates and organizes the development of briefing materials for the Community Services FPT 
commitments – Minister’s Responsible for Local Government. Minister’s Responsible for Sport and 
Recreation, Minister’s Responsible for Emergency Management and Ministerial Co-Chair of the 
Hudson Bay Roundtable 

- Developing and coordinating documents requested by the FPT counterparts  
- Developing and maintaining procedures to ensure all relevant Nunavut relevant issues are 

addressed at the FPT level 
- Coordinating and preparing briefing binders for Minister and Senior Staff 
- Coordinating, providing advice on logistics of FPT meetings.  

Assists with the developing of documents prepared for the Legislative Assembly, as well as 
Ministerial briefs and statements by:  

- Developing and coordinating documents requested by the Legislative Assembly such as 
responses to recommendations of special committees/Task Forces of the Assembly in 
conjunction with the Director and appropriate program managers 

- Developing and maintaining procedures to ensure all relevant issues are addressed in the 
Ministerial briefing binders.  

- Coordinating and preparing briefing binders.  
- Coordinating, providing advice on and developing returns for the Minister to oral and written 

questions and petitions raised during Legislative Assembly, as well as Ministerial statements. 
Serves  as  one  of   the   Departmental   Access   to   Information   and   Protection   of   Privacy 
Coordinator: 

- Receiving information requests under the ATIPP Act, maintaining a register of requests, 
              disseminating the requests to the appropriate officials and coordinating the response to 



             applicants within acceptable timeframes; 
- Providing advice to departmental managers on ATIPP compliance. 

 
5.  KNOWLEDGE, SKILLS AND ABILITIES 
 

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

 
Contextual Knowledge: 

 Cabinet, legislative and policy processes and protocols 

 Existing Department legislation 

 Northern institutions, corporations, government systems and communities 

 Current events, political factors and issues of the day affecting the NU 

 Theory and practice of public administration, political science, economics, socio-  economics, 
intergovernmental relations, demographics, and statistics 

 Principles, methodologies and practices related to aspects of corporate planning 

 Computer software including word processing, database, and electronic mail and communications 
programs. 

 
Skills and Abilities: 

 Ability to develop new legislation, acts, agreements, frameworks, strategies and policies and policies 

 Ability to interact with Federal and GN departments, Aboriginal organizations, community 
organizations and the various business communities; 

  Excellent analytical skills and ability to express ideas and communicate effectively  

  Ability to analyze critically and suggest an appropriate means of action  

 Ability to analyze and articulate various policy options 

  Ability to formulate innovative and adaptive solutions 

 Organizational project management skills and the coordination and management of interdivisional 
working groups 

 Strong research skills and the ability to keep abreast of new trends and best practices in order to 
facilitate harmonization with other jurisdictions 

 Ability to recognize stakeholder needs and develop effective collaborative relationships 

 Ability to work in a cross-cultural environment 

 Ability to exercise sound, professional judgment and to use tact, persuasion, diplomacy and 
flexibility; 

 Ability to provide recommendations, expertise and communicate messages effectively in writing or 
verbally to various audiences on both communications and policy matters 

 
Typically, the above contextual knowledge, skills and abilities, would be attained through the 
following: 
 

 Post-secondary degree in Public Policy, Business Administration, Sociology or relevant degree    



 2 years related experience in policy development and implementation, communications 
development and evaluation of policy and/or legislation. 

 A combination of related education and experience may be considered.    

 Ability to speak Inuktitut would be considered an asset.  
 

 
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, and demands on one’s senses and mental 
demands. 
Work is performed in an environment of frequent interruption and time pressure; it is important 
that the incumbent is able to work additional hours on occasion. Fatigue may result from long work 
days. Mental fatigue may result from juggling conflicting priorities when dealing with outside 
organizations. 

 
Physical Demands 

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

 Incumbent may be required to travel frequently 

 Much time is spent in a sitting position with frequent opportunity to move about. 

 
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. 
 

 Incumbent works in a typical office setting on policy issues that are politically sensitive in nature. 

 Climatic conditions can vary, and  extreme cold and wind conditions may have to be taken in 
consideration when visiting communities; 

 Frequent winter storms and summer fog delays many airline schedules which may strand a 
traveler for extended periods. 

 In many hotels the dietary choices are limited and the choice of meals is not available. 

 
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 incumbent must negotiate with others to adjust their plans and actions to suit incumbent’s 
needs. 

 The incumbent spends considerable time at a computer, for the creation of detailed reports, 
manipulation of complex databases, etc. which can cause eyestrain and other physical 
discomforts. 

 The incumbent spends considerable time preparing, assessing, and reviewing various policy and 



program documents, reading and preparing reports requiring a fair amount of attention to 
detail. 

 The incumbent spends considerable time on the telephone and in fact to face meetings dealing 
with a variety of issues. 

Mental Demands 

Indicate conditions that may lead to mental or emotional fatigue. 
 

 The incumbent must coordinate a heavy workload, set priorities for tasks, deal with 
departmental staff, and other departments in person or on the phone frequently, and effectively 
manage time to meet frequent and competing deadlines. 

 The incumbent must explain complex strategies or difficult or unpopular policies to department 
staff, which can be mentally draining and requires a high degree of knowledge, confidence, tact, 
and diplomacy. 

 Contact with other government departments and outside agencies can require extensive 
discussion and debate to ensure Departmental objectives and Ministerial direction are 
accommodated requiring a high degree of enthusiasm, confidence, tact, and diplomacy. 

 Political issues often result in accelerated project deadlines and the resultant workload can be 
extremely heavy. 

 
 
 
 
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 organisational 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”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


