
June 22, 2021                         GNWT Job Description                                              Page 1 of 7 

  
 

 
IDENTIFICATION 

 
Department 

 

 
Position Title 

Executive and Indigenous 
Affairs 

Ministerial Advisor Intern 

 
Position Number 

 

 
Community 

 
Division/Region 

11-16507 Yellowknife Ministers Offices 

 
PURPOSE OF THE POSITION 

The Ministerial Advisor Intern is responsible for coordinating, verifying and editing responses 
and correspondence within a particular Minister's portfolio. The incumbent will also be given 
opportunities to provide advice and analysis on issues to their assigned Minister.  
 
While this position has no direct control over financial and human resources, it has some 
influence on the overall direction of the departments and decisions made regarding 
departmental budgets. The Ministerial Advisor Intern is responsible for providing co-
ordination, facilitation and analysis services to the Minister’s Ministerial Advisor and the 
Director of Strategic Operations.  
 
SCOPE  

The Ministerial Advisor Intern is located in Yellowknife and Reports on an operational basis to 
a Member of the Executive Council (Minister) and administratively to the Principal Secretary, 
and contributes to the development and implementation of approaches to government 
strategies, policies and program development related to departmental programs within their 
Minister's portfolio. 
 
The Ministerial Advisor Intern functions at a unique level in the government and must possess 
the potential for a wide mix of organizational, communications, analytical, public relations and 
diplomatic skills. The incumbent works within an office structure that must complete a 
number of Ministerial activities and interacts with Ministerial Special Advisors, the Principal 
Secretary, departmental senior management, staff of the Legislative Assembly, political staff 
within other governments, community organizations, industry representatives, and the 
general public. 
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The policy and program responsibilities are broad and affect a large and complex network of 
stakeholders. This environment is compounded by a politicized environment where 
maintaining good working relationships is critical. The Minister requires the Ministerial 
Advisor Intern to be involved on his/her behalf in extensive contact, consultation and 
negotiation with contacts identified above. 
 
The position's major challenge is ensure that correspondence to MLAs, Indigenous 
Governments, stakeholders and the general public is analyzed and responded to accurately 
and efficiently and consistent with the Legislative Assembly Process Conventions. As well the 
Ministerial Advisor Intern may provide input and advice on positions and approaches that 
need to reflect a very high level of political, economic and social sensitivity and 
responsiveness. 
 
This position may, at times, be the primary point of contact between the Minister's office and 
the public. The incumbent must be able to diplomatically and efficiently respond to 
complicated inquiries, demanding and occasionally emotionally charged appeals for 
assistance, and politically challenging and sensitive requests. 
 
This position is also the main point of contact between the Minister's office and the 
departments within the Minister's portfolio. The incumbent must be able to handle the 
additional responsibility of managing requests for information and direction on various issues 
that the Minister's office receives. 
 
This position reviews issue summaries, reports, and correspondence involve identifying and 
assessing any political implications or priorities, determining areas of overlap, contradiction 
or lack of internal consistency and coordination, and developing solutions for the Minister. 
 
The Ministerial Advisor Intern is responsible for monitoring political developments and  assist 
in the assessment of the priority and relevance of news releases, information and other 
material flowing in and out of the Minister's office, for ensuring that such documents and 
material are in compliance, and for ensuring that the Minister receives timely and relevant 
material and information that they require on a regular, ad hoc or urgent basis. 
 
The Ministerial Advisor Intern serves as the focal point of access to or contact with the 
Minister, and as such, works with the Ministerial Special Advisor to determine the 
acceptability, relevance, urgency and priority of information or agenda topics for meetings or 
discussions with the Minister. This requires the Ministerial Advisor Intern to exercise the 
utmost tact, discretion and good judgment, particularly when dealing with the general public, 
senior public and private sector officials, and elected representatives on a wide variety or 
urgent, highly confidential, political or publicly visible policy and program issues. 
 
The Ministerial Advisor Intern's scope for personal initiative and freedom of action is 
considerable and is determined through the establishment and maintenance of confidence 
and trust with the Minister, Ministerial Special Advisor and the Director of Strategic 
Operations. Based on experience and the sensitivity to current policy and program issues, the 
Ministerial Advisor Intern assesses a variety of conflicting problems and issues, determines 
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which should be acted upon or referred to a department, and establishes the relative 
priorities and deadlines for the development of appropriate responses. Inaccurate or untimely 
decisions in this regard could have adverse or negative effects on the Minister and could 
result in a lack of credibility or public embarrassment. 
 
The Ministerial Advisor Intern may participate in meetings between the Deputy Minister and 
the Minister. The Ministerial Advisor Intern must also maintain currency with the priorities, 
decisions, and positions taken on a broad range of issues and anticipate any trends, directions 
or issues that may affect the broad policy or program activities of the departments in the 
Ministers portfolio and effectively advise the Minister. 
 
Since the Minister's office is the focus for numerous requests for information and demands for 
action from members of the public, MLAs, the media, lobbyists and public interest groups, the 
Ministerial Advisor Intern is required to deal with, evaluate and assess the sensitivity, 
urgency, relevance and priority of such requests, and to report them to and/or consult with 
senior departmental executives, the Minister and the Ministerial Special Advisor, in the 
development of appropriate responses. 
 
RESPONSIBILITIES 

1. Providing political and strategic analysis and advice to the Minister on major policy, 
program, and operational issues affecting departments within the Minister's 
portfolio by: 
• Gathering critical information in order to provide expert advice and consultative 

services on all issues related departmental programs. 
• Conducting research in support of policy, planning and program initiatives. 
• Providing the Minister with another perspective on the strategy, and/or content of 

departmental information. 
• Providing strategic advice to the Minister on relevant major current, new and emerging 

policy, program, operations, and divestiture issues and develop critical positions and 
approaches. 

• Analyzing and situating issues being addressed in the Minister's Office; assessing what 
more could be needed or would contribute to the advancement of the issue. 

• Liaising and consulting with other Ministerial Advisor Interns, the Principal Secretary, 
departmental senior management, staff of the Legislative Assembly, political staff 
within other governments, community organizations and industry representatives to 
obtain information, to seek advice and to initiate action on a wide range of subjects on 
behalf of the Minister. 

 
2. Working with other Ministerial staff and staff within the Department of Executive to 

managing the daily operations of the Minister's office by: 
• Foreseeing upcoming issues and taking action to support the Minister's needs and 

assist the Minister in meeting commitments. 
• Facilitating the development and maintenance of a co­operative working environment 

with other Minister's Offices, the Premier's Office and with departments Deputy 
Minister's offices. 
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• Coordinating the smooth operation and administration of the Minister's office 
including being aware of and managing the resources of the Minister's office in 
consultation with staff at the Department of Executive. 

 
3. Managing information requirements by: 

• Determining the extent and purpose of information requirements. 
• Making others aware of information requirements. 
• Initiating action to obtain information within very precise time frames. 
• Responding to requests for information from the Minister, following up on 

departmental action required, actioning work as necessary or when urgent issues 
require a response, and contributing to the co-ordination and facilitation of the work 
flow within the Ministers office. 

 
4. Serving as a primary point of contact between the Minister's office and the general 

public by: 
• Reviewing all incoming documents (i.e., letters, briefs, invitations, etc.), prioritizing 

items for the Minister's attention and offering advice on appropriate referrals. 
• Assistant with the coordinating of the Minister's public schedule. 
• Planning, organizing and arranging external meetings as directed by the Minister. 

 
5. Establish and maintain effective communication links between the Minister and the 

departments and ensure that executive directions, decisions and action requests as 
well as the flow of advice, information and interpretations are conveyed with 
clarity, timeliness and preciseness. 

 
WORKING CONDITIONS 

Physical Demands 

While the position operates within a normal office environment, there may be frequent travel  
associated with this position. 
 
Environmental Conditions 

No unusual demands. 
 
Sensory Demands 

Periods of concentrated listening during meetings. 
 
Mental Demands 

This position is subject to high levels of stress related to multitasking, dealing with 
confidential and politically sensitive information and working to tight deadlines on a daily 
basis. Frequent travel is required which places additional mental demands on the incumbent. 
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KNOWLEDGE, SKILLS AND ABILITIES 

• Must be knowledgeable about the national, provincial/territorial and domestic political 
environments and other governments' positions and policies and be capable of 
assessing possible implications for the NWT and the Department. 

• Must be able to apply this knowledge in a rapidly changing and challenging 
environment. 

• Must be creative, focused on offering solutions and work well in a team environment. 
• Must have an ability to analyze, evaluate and interpret a wide range of information 

including legislation, policies, provincial/territorial/federal and departmental 
initiatives. Cabinet and FMB direction, financial data, legislative proposals and strategic 
plans and apply it within the unique socio-political environment of the NWT. 

• Must have knowledge of project management and an ability to manage large and small 
projects from pre-planning to implementation and evaluation. 

• Must have superior verbal and written communication skills. 
• Must possess an ability to build and maintain a good working relationship with 

colleagues throughout the GNWT, and with partners of other governments and 
organizations. 

• Must have an ability to understand and gain access to knowledge of issues related to 
Aboriginal Self-Government and Land Claims in the NWT. 

• Must have the ability to effectively represent the Department and its position 
accurately and professionally. 

• Must have knowledge of negotiating and be a strong communicator with diplomatic 
skills in order to calmly and assertively express and defend the views of the 
department. 

• Must have strong strategic-thinking skills and judgment, as well as a demonstrated 
ability to research, analyze and synthesize multiple concepts and priorities. 

• Must have strong computer skills including the ability to work with a wide range of 
computer applications including word processing, spreadsheet and presentation 
software. 

• Must be able to work to deadlines and respond effectively to frequently changing 
deadlines. 

• Must be able to work in highly stressful situations. 
• Must be self-directed, display initiative and be creative. The incumbent is expected to 

work both as a team member and independently with minimal supervision. 
 
Typically, the above qualifications would be attained by: 

These knowledge, skills and abilities are generally obtained through completion of a Bachelor 
degree or postgraduate degree in a relevant field of study (political science, pre-law, 
communications, Indigenous studies/governance).  
 
ADDITIONAL REQUIREMENTS 

Position Security (check one) 

☐  No criminal records check required 
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☐ Position of Trust – criminal records check required 

☐ Highly sensitive position – requires verification of identity and a criminal records check 
 

French language (check one if applicable) 

☐ French required (must identify required level below) 
Level required for this Designated Position is: 

ORAL EXPRESSION AND COMPREHENSION 

Basic (B) ☐      Intermediate (I) ☐     Advanced (A) ☐   
READING COMPREHENSION: 

Basic (B) ☐      Intermediate (I) ☐     Advanced (A) ☐     
WRITING SKILLS: 

Basic (B) ☐      Intermediate (I) ☐     Advanced (A) ☐     

☐ French preferred 
 

Indigenous language: Select language 

☐ Required 

☐ Preferred 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CERTIFICATION 
 




