Government of

AN Northwest Territories
IDENTIFICATION
Department Position Title
Executive & Indigenous Affairs Senior Communications Advisor
Position Number Community Division/Region
11-14907 Yellowknife Cabinet Communications
PURPOSE OF THE POSITION

The Senior Communications Advisor provides direction, advice and planning for strategic
communications across the Government of the Northwest Territories, including to Ministers
and departments. The role both provides direct communications advice and programs for
Ministers, and provides advice to departments to shape their own communications in
alignment with the overall messages and priorities of the GNWT.

SCOPE

The Senior Communications Advisor is part of the Cabinet Communications team within the
Department of Executive & Indigenous Affairs, which aims to support Premier and Cabinet in
their work on behalf of residents and stakeholders. The Cabinet Communications team
provides strategic communications direction across GNWT, prepares and delivers political
communications, engages in media relations and deals with issues management.

Together, the Cabinet Communications team ensures that that the priorities of government
are translated into broad messages, themes, priorities and plans - and in turn those
communications are delivered directly (through the activities of Ministers and the Executive)
and through the work of departments.

Reporting to the Manager, Cabinet Communications, the Senior Communications Advisor
provides a range of strategic communications advice, direction and planning. This includes
developing and approving communications programs; providing advice to Ministers and
departments; developing communications materials; managing relationships and supporting
issues management. The Senior Communications Advisor works with a portfolio of Ministers
and departments and must assist them to align their communications to the broader GNWT
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picture and priorities, and also convey their priorities and opportunities back to Cabinet
Communications.

Together, the team must be organized, aligned and responsible to ensure that its work is
timely, accurate and aligned to priorities and frameworks. The environment is complex in
terms of stakeholders and subject matter, with many moving parts.

RESPONSIBILITIES

1. Support strategic communications planning and provide strategic communications
direction and advice to Ministers and departments.

e Together with Corporate Communications, lead the development and implementation
of strategic communications plans designed to promote public awareness and support
for GNWT priorities, decisions and activities in consultation with Minister’s Offices, and
departments.

e Review and recommend communications plans and materials for approval of Cabinet
and/or the Financial Management Board.

e Provide strategic communications advice and support to Committees of Cabinet.
Support the development and implementation of an annual GNWT-wide strategic
communications plan.

e Monitor departmental implementation of GNWT strategic communications plans.

2. Provide media relations planning, direction and support to Ministers and
departments.

e Lead in the development and implementation of media relations plans and related
media materials, including news releases, media advisories, backgrounders, and
messaging, in consultation with Minister’s Offices, departments and Corporate
Communications.

e Review and edit draft media relations materials for approval and distribution to
northern and national media.

e Respond to media requests for information on behalf of the GNWT in consultation with
Minister’s Offices and departments.

e Manage media requests for interviews with Ministers and GNWT spokespersons by
negotiating subject matter and interview parameters with reporters, and preparing
messaging and speaking notes in consultation with Minister’s Offices and departments.

e Proactively offer Ministers and GNWT spokespersons for media appearances in
support of GNWT initiatives and priorities.

e Provide advice and direction to Ministers and departments on planning, preparation
and placement of guest columns, op-ed submissions, letters to the editor and
advertising on behalf of Ministers.

e Plan and support the holding of news conferences, media scrums and media technical
briefings.
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3. Support the establishment and ongoing implementation of a GNWT-wide issues
management system.

e Undertake public environment monitoring and research to identify emerging and
ongoing issues that will affect the GNWT’s ability to implement political priorities and
strategic initiatives.

e Develop and recommend communications strategies, tactics and messaging for
successfully mitigating and addressing public and political issues facing the GNWT.

e Provide advice and direction to Ministers and departments on effectively managing
political and public issues.

e Review proposed policies, initiatives and communications products to identify
potential issues and recommend changes to eliminate or mitigate them.

4. Support the communications needs of the Premier and Cabinet Ministers.

e Develop communications and media plans and associated messaging to support
Ministerial participation in intergovernmental meetings, stakeholder meetings and
other events.

e Review and edit Ministerial messaging for intergovernmental meetings, stakeholder
meetings, public appearances and events.

¢ Review and edit Ministers’ statements and speaking notes for delivery in the
Legislative Assembly.

e Review and edit Ministers’ speeches and presentations for public meetings and
appearances.

e Develop plans and content for other communications by the Premier or Ministers,
ensuring alignment and coordination.

5. Assistin the planning and staging of protocol and other public events to promote

government priorities and a positive image of GNWT.

e Collaborate with the Chief of Protocol to align the work of Cabinet Communications
and Protocol.

e Review and advise on event programs and plans developed by departments in
consultation with the Chief of Protocol.

e Ensure that protocol is properly observed in communications of all forms.

e Participate in the development of visit and event programs to identify appropriate
opportunities to support GNWT key messages and priorities, and to align event
communications with protocol and etiquette.

WORKING CONDITIONS

Physical Demands

The incumbent may spend lengthy periods of time at a desk and working on the telephone
and/or computer working. The incumbent has opportunity to move about the office and
participate in meetings and events outside of the office.

Frequency: Daily Duration: 7.5 hours/day Intensity: Normal
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Environmental Conditions

The incumbent works in a comfortable work atmosphere. The incumbent is not required
travel frequently, but duty travel may be required on rare occasions.
Frequency: Daily Duration: 7.5 hours/day Intensity: Normal

Sensory Demands

The requirements of establishing and maintaining effective working relationships with staff in
departments and across regions of the GNWT can place demands on the incumbent’s
interpersonal skills. There is considerable need for attention to detail when editing, proof
reading and drafting. The incumbent deals with shifting/changing priorities on a daily basis,
and must consistently meet a set deadline. These work duties may impact on the timing of the
incumbent’s annual leave. The incumbent is required to display initiative and to focus on
tasks at hand to ensure that all requirements of the position are being met.

Frequency: Daily Duration: 7.5 hours/day Intensity: High

Mental Demands

The incumbent is required to provide advice and services to a great number of people with
senior level authority who frequently have conflicting interests, perspectives and demands.
The incumbent must be sensitive to political situations.

Frequency: Daily Duration: 7.5 hours/day Intensity: High

KNOWLEDGE, SKILLS AND ABILITIES

e Possess a high degree of organizational awareness. The incumbent must demonstrate an
in-depth understanding of the structure, business, clientele and services of the GNWT and
Department of Executive & Indigenous Affairs.

e Display a thorough knowledge of the North's socio-economic, cultural and political
environment, and must have a detailed understanding of government policy and
operations in order to participate effectively in coordination of government-wide
communications within a decentralized communications environment.

e Ability to analyze issues and suggest appropriate means of action in order to participate in
the development of policy related to communications, and an ability to critically analyze
the policy environment with a view to providing concrete solutions leading to the
improvement of this environment.

e The skill to review communications proposals and to effectively link these proposals to
stated GNWT and departmental goals and objectives is essential.

e Exceptional written and verbal communications skills.

e Networking and building effective relationships with staff in other departments is critical,
as is the ability to align and communicate messages effectively in writing to a variety of
audiences with varying levels of background knowledge, experience and education.

e Ability to build consensus across departments by demonstrating an ethic of support,
teamwork and service to clients.

e Knowledge of principles and objectives of communications planning and research
techniques and processes.
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e Ability to lead development and implementation of communications plans.
e Extreme attention to detalil, tact, diplomacy and discretion is required.

e Ability to develop a communications work plan, and budget appropriately. The incumbent
will have spending authority.

Typically, the above qualifications would be attained by:

The Senior Communications Advisor will have the theoretical knowledge typically obtained
with a degree in communications, public relations, political science, public administration or a
relevant field, and five to seven years of progressive communications experience in a northern
environment. Communications experience within the GNWT, or experience in management
positions, is considered an asset.

ADDITIONAL REQUIREMENTS
Position Security (check one)

1 No criminal records check required
X Position of Trust - criminal records check required
[1 Highly sensitive position - requires verification of identity and a criminal records check

French language (check one if applicable)

L1 French required (must identify required level below)
Level required for this Designated Position is:
ORAL EXPRESSION AND COMPREHENSION
Basic (B) O Intermediate (I) O Advanced (A) O
READING COMPREHENSION:
Basic (B) O  Intermediate (I) O Advanced (A) O
WRITING SKILLS:
Basic (B) O Intermediate (I) 0 Advanced (A) O
[J French preferred

Indigenous language: To choose a language, click here.

[J Required
[J Preferred
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