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PURPOSE OF THE POSITION

Under the day-to-day general supervision of the Director of Human Rights and to the Official Languages
Commissioner, provides financial management, case management, and administrative support to the NWT
Human Rights Commission, the Director of Human Rights, and the Commissioner of Official Languages (the
Commission Offices). Work is performed pursuant to the NWT Human Rights Act, the Official Languages Act
(the “Acts”), the Financial Administration Act, and to policies and procedures established the Commission
Offices and the Government of the Northwest Territories.

SCOPE

The position is located in Yellowknife at the Commission Offices of the Legislative Assembly. The incumbent
reports to the Director of Human Rights and to the Official Languages Commissioner. The position provides
financial, administrative, and case management services for the Offices.

This position works with the highest level of confidentiality when dealing with clients and the public, and
operates with a great deal of independent judgment in providing interpretation of the Acts and the policies
and procedures of the Commission Offices and of the GNWT.

The position manages the complaints systems (case management) of the Commission offices for the
efficient and fair administration of the NWT Human Rights Act and the Official Languages Act of the NWT
(the “Acts”). The Officer relies on legislation, policies and procedures along with the principles of
administrative fairness as they relate to complaint processes filed under the Acts. Failure to provide
efficient case management services can negatively impact the complaints processes; result in delays in
processing complaints; and lead to a loss of public confidence in the Commission Offices. There is also the
potential for financial impacts, as errors and delays can cost parties to complaints excessive legal fees and
can result in delays in obtaining remedies under the Acts.

The Administrative Officer provides financial management to the Commission Offices. The Officer oversees
all aspects of two separate financial systems for the Offices. The Officer has spending authority to
authorize and approve transactions and manages a petty cash fund. By independently and accurately
maintaining and analyzing the finances of the Commission Offices, the Officer ensures that timely, relevant
and accurate information is available for managing budgets, and accurate reporting is in place for the
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Legislative Assembly. Errors can impact the Commission Offices’ financial situation and their relationships
to the Legislative Assembly in matters related to their funding for future years.

The Officer provides administrative support te the Commission Offices including assisting with the
implementation of education campaigns, media outreach, development of publications, project
management, and maintaining office equipment, further to internal policies and GNWT guidelines. The
Officer provides services to the public and parties to complaints both on the telephone and in person in a
highly courteous, confidential, and professional manner, while demonstrating sensitivity to the
geographical and cultural diversity of the NWT.

RESPONSIBILITIES

Oversees complaint case management systems for the Director of Human Rights and the Official
Languages Commissioner in order to support fair and accessible complaint processes under the relevant
Acts.

» Maintains a database of complaints, ensures accurate data entry, liaises with computer support for
database upgrades, and provides training to staff on appropriate data entry procedures.

* Provides case management for complaint files; ensures that documentation is appropriately
numbered, tracked, brought forward for action according to policies; opens new files; is responsible
for the closure of files, ensuring all applicable materials and correspondence are in place; maintains
a bring forward system.

= Coordinates with parties to complaints; makes arrangements for and gives notice of upcoming
mediations, investigations, negotiations, and prepares applicable packages of information.

* Prepares correspondence o parties, legal counsel and witnesses such as notices of mediation,
notices of investigation, requests for submissions, disclosures of respondent and complainant
replies, and other documents in a time sensitive manner,

* Arranges for service of documents on parties to the complaint.

»  Accepts service of legal documents.

*  Monitors time limits and requirements of the Act and respective policies to ensure the Commission
Offices and the parties to a complaint are in compliance.

s Prepares documentation as required for appeals of decisions and judicial review hearings.

e Prepares monthly case status reports and statistical reports for distribution to the Commission
Offices.

e Oversees a secure and confidential filing and storage system for all complaints files and
correspondence; complies with filing timelines and records destruction policies.

¢ Maintains case management manuals and makes recommendations to the Commission Offices for
improvements to policies and procedures.

Provides administrative services to the Office of the Languages Commission, the Director of Human
Rights, and the Human Rights Commission in arder to contribute to the overall effectiveness of each
agency.

= Acts as executive secretary for the Languages Commissioner, the Chairperson and Members of the
Human Rights Commission, the Director of Human Rights, the Deputy Director of Human Rights,
and the Human Rights Officers.

¢ Schedules meetings and maintains meeting calendars for the Commission Offices.

e Receives deliveries, telephone calls, visitors, clients, faxes, electronic or regular mail; manages flow
of information and provides general information to the public for both offices.
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Oversees central filing systems for the Commission Offices in accordance to GNWT Policy and the
Access to Information and Protection of Privacy Act.

Word processes, proofreads, prepares, collates, organizes, copies and prints documents,
carrespondence, reports, minutes, and other documents.

Maintains an inventory of general office materials and supplies.

Maintains Commission Offices brochures, forms and manuals in readiness for community events,
training and other functions.

Arrange travel for members and staff of the Commission Offices, mediators, investigators, officials
and others.

Arranges meeting logistics and interpreter services as required for mediations, investigations, and
other functions.

Maintains an inventory of supplies for faxes, Xerox and printers.

Maintains security within the Commission Offices in order to provide as safe an environment as
possible; assesses any disruptive, suspicious or potentially threatening clients and uses judgment to
initiate effective course of action.

Coordinates booking of boardroom and responsible for boardroom accessibility.

Coordinates financial systems for the Director of Human Rights, the NWT Human Rights Commission, and
the Official Languages Commissioner.

Maintains separate financial systems of each Office ensuring each contains accurate, complete and
current records of available operational funding and expenditures in accordance with accepted
government accounting practices and generally accepted accounting principles.

Independently manages the financial contribution funding of the NWT Human Rights Commission
using Simply Accounting software, including reviewing and processing Commission Member
honoraria {payroll); payment and tracking of invoices; drafting cheques for signature; entering and
tracking the Commission’s annual operating budget; providing monthly financial statements to the
Commission; and, alerting the Commission of any hudget issues as they arise.

independently manages the financial information systems for the Director of Human Rights and the
Languages Commission further to GNWT policies and procedures including accurately entering and
verifying financial data; ensuring appropriate spending and signing authorities; liaising with
suppliers; following up on payments; and generating and verifying monthly financial reports.
Verifies and processes invoices in accordance with accepted government accounting practices;
liaises with vendors and tracks payments.

Maintains a contract log for the Commission Offices; reconciles contract expenditures to contract
commitments.

Coordinates annual audit; ensures auditor is provided with appropriate information to carry out
complete and thorough audit.

Prepares and submits requests for proposals.

Maintains the petty cash fund.

Supports educational and promotional campaigns for the Commission Offices.

-

Coordinates seminars on behalf of the NWT Human Rights Commission and Official Languages
Commission geared to government, non-government, union, schoals, employers and members of
the public on the provisions and intent of human rights legislation and official languages legislation.
This includes first contact with organizations, advertising, preparation of materials, and all logistical
arrangements.
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¢ Promotes Commission Offices at a variety of tradeshows, events and conferences.

o Coordinates publication of promotional materials; ensures adequate supply of promotional
materials.

» Responsible for maintenance, in all official languages, of the websites of the Commission Offices.

KNOWLEDGE, SKILLS AND ABILITIES

s Demonstrated comprehensive knowledge of office and administrative procedures.

o Demonstrated comprehensive knowledge of principles of financial administration, bookkeeping,
and GNWT financial administration policies and procedures.

o Knowledge of the role of statutory agencies and complaints processes.

* Knowledge of the Human Rights Act and the Official Languages Act.

e Demonstrated ability to efficiently use computerized software including MS Word, MS Outlook,
Excel, Simply Accounting, and Access.

o Excellent interpersonal and communication skills, both written and oral, in order to communicate
difficult information and decisions te clients that may be distraught and upset.

*  Ability to communicate effectively with and provide services to people working in the professions,
peaple with diverse cultural backgrounds and people with disabilities.

¢ High degree of organizational and time management skills in order to manage a diverse workload
received from different sources.

Typically, the above qualifications would be attained by:

This is normally obtained through post secondary education in business administration and
accounting, and 5 years of progressive administrative and financial experience.

WORKING CONDITIONS
(Working Conditions identify the unusual and unavoidable, externally imposed conditions under which the
work must be perfarmed and which create hardship for the incumbent.)

Physical Demands
No unusual physical demands.

Environmental Conditions

No unusual environmental conditions.

Sensory Demands

On a daily basis, the incumbent works with members of the public that are often distraught and
upset and from varying cultural and economic backgrounds. Incumbent must be aware of
surroundings, and able to recognize high risk volatile situations to quickly determine course of
action to ensure the safety of the office, and the employees,

Mental Demands

On a daily basis, incumbent must appropriately handle unpleasant direct personal contacts or
concerns about unpleasant situations during regular contact with public.

October 24, 2008 GNWT Job Description Page4of 5




