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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

14-10899 Community Training and Development  

Trainee  

Community Training & Development Officer   

 

Department Division/Region Community Location 

CGS Community Support/Baffin Cape Dorset  Regional Office  

 

 

2. PURPOSE  
 

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

Reporting to the Community Training and Development Officer the incumbent trainee assists in conducting training 

and development sessions for Hamlet Council and their staff.  The incumbent participates in the community 

assessment process to identify and prioritize urgent training requirements.  This is a Trainee position and in Year 

Two the incumbent is expected to take on a more responsible role and conduct training on his/her own. 

 

 

 

 

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 position is located in the Municipality of Cape Dorset, serving a region of 13 communities with a total 

population of approximately 13,000.  This is an exciting and challenging position that will contribute to the 

community empowerment initiatives activated under the Bathurst Mandate.  The incumbent will work with the 

community development team to deliver training sessions to the 12 Hamlets that make up the Baffin region.  The 

incumbent works closely with the Municipal Training Organization to ensure that there are no gaps in the Hamlet 

staff training.  The incumbent makes recommendations to ensure that all aspects of training are covered and at times 

will work with other staff members who may then deliver specialized training in the area of finance, technical etc. 

 

The incumbent will make recommendations to the Community Training and Development Officer and the Manager 

Community Development on training required in order to assist the Hamlets meeting their short and long-term 

objectives.  

 

 

 

 

 

 

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 
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duties of the position are being performed.  For a supervisory or management position, indicate the 

subordinate position(s) through which objectives are accomplished. 

Approximately 60% of time will be spent on supporting community training for Hamlet Councils and Committees of 

Councils.  This includes conducting assessment of community needs, developing appropriate material, conducting 

workshops in both English and Inuktitut, coordinating specialized training initiatives to be delivered by other 

members of staff.   This includes working closely with other regional staff to bring in expertise for training sessions 

when required. In year two, the incumbent will assist the communities in finding potential funders, and in 

relationship to these conduct workshops on Proposal Writing, Contract Management and Program Evaluation either 

on a community basis or through a regional session. 

 

The incumbent will be part of the Operational Evaluation team and will spend approximately 10% of time on this. 

This includes ordering supplies and preparing for the evaluation visits and assisting in the development of a 

recommended schedule for Baffin Hamlet Operational Evaluations.  

 

Regional gatherings including an annual Senior Administration Officers Conference and annual Mayors/Leaders 

Forum are part of the incumbent’s duties and will be done in conjunction with the Community Development 

Coordinator and other staff.  Other special projects may be developed from time to time that involve training or 

development of Hamlet Council and/or staff or community members. 

 

Approximately 10% of time will be spent by the incumbent in assisting regional CGS staff to access professional 

development and in organizing at least one annual specialized training event for regional CGS staff. 

 

The incumbent has regular contact with the Community Development Coordinator in order to establish work plans, 

travel schedules and to set annual goals and objectives.  The incumbent must be capable of fulfilling their duties 

within legislative (Local Authorities Elections Act, Hamlet Act and Hamlet Funding Formulas) policy, directives 

and guidelines developed by the Government of Nunavut.   

 

The incumbent makes recommendations for training and development on all aspects of municipal government to 

rectify any operational or financial deficits within community administration.  Errors in recommendations that result 

in errors in advice to Councils could have serious consequences that may adversely affect community relations with 

higher levels of government and result in the loss or misuse of revenue.   

 

In year two the incumbent will begin to develop and present training on his/her own.   
 

 

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. 

 
A. Technical Knowledge:  The responsibilities of the position require experience and knowledge of municipal 

council responsibility; the knowledge and skills to develop Power Point Presentations, and the skills to do 

internet research for presentation material and to gather training course information.  Experience in facilitation 

of workshops and making presentations to groups. 

 

B. Management Skills:  The incumbent may be asked from time to time to supervise casual employees or   

         summer students in the area of community training and development, or special projects. 

 

C.    Communication Skills:  The incumbent must have strong interpersonal skills and the ability to communicate  

        effectively both orally and in writing in order to provide guidance to staff and clients.  Ability to work          

        effectively in a cross-cultural environment to provide direction to community governments and their staff.   

        

 The ability to speak Inuktitut is required for this position.   



GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 

 

 

 Page 3  

 

Note:  This is a trainee position and training plan will be attached to address the ways and means of ensuring that the 

incumbent will receive adequate training to be able to have the appropriate knowledge, skills and abilities required 

for the targeted position.     

 

 The incumbent will have a high school level or equivalencies and possess strong office work and 

community development experience. 

 

 

 

 

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. 

Daily work requirements include much time spent sitting and working with computers.  Physical 

fatigue and eyestrain is reduced with frequent movement about the office.   

 

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 frequently travels to all communities within the Baffin region on small aircraft, 

which may be stressful and hazardous at times due to inclement weather conditions.  The 

successful delivery of training is dependent upon the incumbent working with community 

councils and being absent from home for long periods causing personal and family stress.    

 

 

 

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. 

A community assessment for training requires talking to many people in the Hamlet Office and 

on Council therefore, the incumbent must be capable of organizing his/her time and keeping 

track of the input from the different sources.  Cultural differences make it necessary for the 

incumbent to use a great deal of tact and diplomacy when dealing with community councils and 

their staff to provide guidance and direction in resolving issues.   
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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. 

 

Due to the urgency of delivering training after each annual municipal election there is a high 

degree of stress placed upon the incumbent.  Strict deadlines are imposed on the incumbent 

when urgent situations occur within the community.  Community councils become very political 

in their expectations and aspirations for the delivery of new infrastructure and programs causing 

the incumbent to become stressed over the situation.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   



GOVERNMENT OF NUNAVUT  JOB DESCRIPTION 

 

 

 Page 5  

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”. 


