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IDENTIFICATION
Department Position Title
Legislative Assembly Senior Administrative Coordinator
Position Number Community Division/Region
12-0472 Yellowknife Legislative Assembly
PURPOSE OF THE POSITION

The Senior Administrative Coordinator is directly responsible and accountable for providing
senior corporate level operational leadership and support services within the Legislative
Assembly in order to ensure effective operation of the Clerk's office and efficient processes
between the offices of the Deputy Ministers, Premier/Ministers and the departments. This
position provides guidance and support to Deputy Clerks responsible for hiring, training,
managing and the supervision of administrative professional staff for the department and
provides corporate leadership support to the Executive Management Committee (ECM).

The Senior Administrative Coordinator is often the first point of contact for the Clerk’s Office;
they provide executive administrative services with tact and diplomacy in a cross- cultural,
highly sensitive, and political environment. In their position, they apply impeccable judgement,
demonstrate the highest levels of integrity, discretion and professionalism, superior
organizational awareness, exceptional attention to detail, quality, and efficiency to support the
work of the Clerk and Deputy Clerks. They also provide objective analysis and broad advice on
services relating to the administrative management of the individual department and GNWT
wide.

SCOPE

This is a unique position dealing with highly confidential operations critical to the
administration of the Legislative Assembly.

The Senior Administrative Coordinator establishes and maintains standards and provides
leadership support by facilitating courses in the Administrative Professionals Training Program
including offering instruction in GNWT communication standards and procedures, and time
management. The position mentors and arranges for mentorship opportunities to
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interested /incoming Administrative Professionals identified for succession planning within the
Assembly and those that have identified an interest through the Administrative Professionals
Training Program and community.

It is expected that the incumbent will provide expertise and credible delivery of services and
support directly to individuals at the highest levels of government. The incumbent is required
to have comprehensive knowledge of the political, economic and social factors impacting
governance in the Northwest Territories and may be asked to discern and extract, from lengthy
discussions, those key elements necessary to accurately record and document ECM meetings
and escalate issues that warrant immediate attention in an effective and timely manner.

The Senior Administrative Coordinator reports directly to the Clerk and has a functional
relationship with other/additional departmental Senior Managers and liaises with the Speakers
and Minister's office as well as all GNWT Deputy Ministers offices.

The incumbent must possess experience and expertise of a wide range of skills: management,
communication, organization, analytical thinking, public relations, diplomacy, a sound
knowledge of current and evolving relevant GNWT policies, programs, issues and
developments, as well as leadership skills, confidentiality, tactfulness, and the ability to liaise
with administrative professionals and oversee the management of administrative assistants.

The incumbent is the subject matter expert and decision maker on administrative support,
management and coordination, providing advice and direct support to all departmental Senior
Management on these matters. The incumbent manages the provision of administrative and
human resource support services to Deputy Clerks for the hiring, training, mentoring and
overseeing of all assembly administrative staff or by directly providing service in lieu of staff,
to ensure overall efficiency in the administrative functioning of the Assembly.

The Senior Administrative Coordinator provides direct operational support to the Clerk, all
Senior Managers and all related units, through the coordination and provision of administrative
support or services. The Assembly's image and credibility and that of the Members and Speaker
depend upon timely response to correspondence, reviews of submissions, policy papers, issue
summaries and reports, ensuring that they are grammatically accurate and comply with
Assembly’s visual identity and communications protocols, protocols outlined in government
direction, meet standards outlined in the Process Convention and are well written and clearly
presented. Decisions resulting in poor quality of work, delays in meeting deadlines and errors
made in performing duties could create embarrassment to the organization. Breaches of
confidentiality and/or the provision of inaccurate/incorrect information can have serious legal
and political implications.

The incumbent is expected to anticipate and prepare for the needs and affairs of the Clerk,
Deputy Clerks, and at times Management, which require discretion and understanding of
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relationships between various divisions or functions in the organization, committees, caucus,
and Government departments. The incumbent deals daily in person or on the telephone with a
variety of contacts, including assembly staff, officials from other government departments,
representatives from a wide variety of organizations and the general public.

This position is a main point of contact for the Speaker's office. The incumbent must be able to
handle the additional responsibility of handling requests for information and direction on
various issues as and when required by the Speaker’s office.

The incumbent is the focal point of access to or contact with the Clerk and Deputy Clerk(s), and
as such, determines the acceptability, relevance, urgency and priority of information for
meetings or discussions with the Clerk and Deputy Clerk(s). This requires the incumbent to
exercise the utmost tact, discretion and good judgment, particularly when dealing with senior
public and private sector and elected officials on a wide variety or urgent, highly confidential,
political or publicly visible policy and program issues. Since the Clerk/Deputy Clerk(s) office(s)
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 incumbent 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 in the development
of appropriate responses.

The incumbent may be asked to participate as a member or recording secretary for the
Department's Executive Management Committee (ECM). This requires the development of
meeting agendas and minutes and providing input for the Assembly's office management as
appropriate, to communicate information on decisions taken or action requests to be carried
out, and to follow-up and report on the status of such activities or actions.

This position takes on special projects as and when required by Senior Management.

RESPONSIBILITIES

1. Oversee the coordination of Executive Management Committee.

e Coordinate the preparation and distribution of weekly meeting materials.

e Compose and distribute meeting minutes and action tracking.

e Brief the Clerk on the status of administrative items, acting as the communication link
between the Clerk and the Senior Management team on administrative matters.

e Prepare meeting packages for the Clerk including highlighting priority information and
data as required.

e Arrange the logistics for special meetings off site/retreats.

2. Manage the daily operational and information requirements of the Clerk and Senior
Management.
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Support the interviewing and hiring of administrative assistants, administrative
summer students and administrative casual employees to ensure each division has the
level of administrative support they require and/or assisting other departments in
hiring executive secretaries.

Provide guidance and/or coordinate work plans, manage, supervise, and lead the
training, mentoring and development for administrative professionals, administrative
summer students and administrative casual employees and/or executive secretaries
organizational wide to ensure the daily operational duties of each division are met.
Work with and keep administrative professionals and their supervisors within the
department apprised of performance expectations, workload distribution, feedback,
succession planning and ongoing performance management and development.

Direct the flow and review of all correspondence to ensure deadlines are met.

3. Provide confidential administrative support to the Clerk and Deputy Clerks.

Prepare, edit, and ensure correspondence from the Office of the Clerk is complete and
ready for presentation and/or distribution as required.

Screen incoming calls and correspondence to the Clerk of the Legislative Assembly.
Schedule appointments, meetings, and conference calls.

Prepare and/or format House documents, such as, the Members’ Absences and Standing
Committee Reports for the House for presentation by the Speaker and Committee Chairs.
Complete VISA reports for Clerk and Deputy Clerks and any other reports in SAM.
Work closely with the Chamber Supervisor to ensure efficiency concerning House
proceedings and respective documents.

Assume the position of Chamber Supervisor as needed.

Provide administrative support services to the members of standing and special
committees and committee staff.

Distribute committee correspondence in electronic format without delay.

Prepare and ensure wide distribution of meetings and events schedules.

Maintain legal document files/binders and correspondence.

Assist the Clerk’s Office with travel arrangements and other events/conference needs
when attending workshops and meeting off site and out of Yellowknife.

Coordinate and maintain schedule for the meeting rooms in accordance with operational
procedures.

Coordinate and confirm venue bookings for committee meeting(s) or travel, in
accordance with policies.

Coordinate catering, sound services and Hansard services for proceedings of standing
and special committees, session, and other meetings and events.

Ensure public knowledge of meetings is visibly available and posted on the display
monitor in the Great Hall and to the public through Public Affairs and Communications.
Ensure assented bills are reviewed by the Law Clerk and signed by the Clerk and
Commissioner of the Northwest Territories, then forward through necessary channels
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for tabling in Parliament, in a timely manner.

Liaise with departments, non-governmental organizations, media, Indigenous
organizations, public and private sectors concerning meetings, events, and exchange of
information regarding the Legislative Assembly.

Act as a resource concerning information related to the Legislative Assembly.

4. Assume project management and leadership roles, where appropriate and assigned
by the Clerk, over departmental-wide initiatives.

Attend regular meetings of Deputy Ministers Executive Secretaries and administrative
assistants to foster a collegial relationship among departments/staff and to offer a forum
for discussion and learning opportunities and to stay current with updated
administrative protocols and standards.

Assist in developing, maintaining and updating the Administrative Desk Top Support
Manual as a support tool for administrative professionals that standardizes best
practices and GNWT processes for seamless transition of administrative staff in
departments and provides a consistent approach to corporate messaging.

Facilitate the administrative professionals training and mentorship to ensure
administrative assistants have opportunity for training and advancement.
Conductresearch and analysis on urgent and emerging administrative issues, trends and
best practices of information, and tools and provides written or verbal reports and
recommendations and/or development and implementation.

Provide leadership and facilitating the development and maintenance of a cooperative
working environment within the Directorate, with the Minister's Office and with
Divisions to assist in a positive work flow of the department.

Develop, implement and modify departmental administrative policy and procedural
manuals and guidelines, consistent with the overall GNWT Administrative Desk-top
Support Manual.

Offer mentorship opportunities to identified GNWT administrative assistants and
executive secretaries.

5. Provide assistance with Conferences and Legislative Assembly events.

Coordinate or assist in set up, planning, and execution of annual conferences or
Legislative Assembly events.

Develop or assist in event plan/schedule according to approved budget.

Liaise with attending Members, Clerks, host, and other government agencies including
Indigenous governments/non-government organizations/public businesses or agencies
as required.

Book appropriate venue, transportation, catering according to approved budget/plans.
Ensure registration forms and travel arrangements are confirmed.

Make purchases require according to approved budget.
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6. Provide administrative support for Integrity Commissioner and their office in
accordance with the Legislative Assembly and Executive Council Act.

Receive and distribute all incoming and outgoing information/correspondence to
Members in electronic and hardcopy format.

Collation of Members’ Annual Disclosure Statement packages and distribution.

Set-up annual individual appointments with each Member and the Commissioner and
maintain schedule.

Follow-up with Members as directed by the Integrity Commissioner.

7. Provide administrative support services to the Speaker’s Office/Members’ offices, as
needed.

Liaise and collaborate with the Speaker in the absence of the Speaker’s Administrative
Coordinator to ensure the Speaker’s respective correspondence and related activities
are carried out.

Screen incoming mail /correspondence and maintain a chronological file.

Maintain Speaker’s calendar, meeting room schedule, and reservations.

Provide administrative support to Members in the absence of the Members’ Secretary.
Answer, direct phone calls and record messages as needed.

WORKING CONDITIONS

Physical Demands
Usual demands for work in an office setting.

Environmental Conditions

No unusual demands.

Sensory Demands
No unusual demands.

Mental Demands

This position is subject to multitasking, dealing with confidential and politically sensitive
information and working to tight deadlines on a daily basis. 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, therefore the incumbent must
be sensitive to political situations. The incumbent deals with shifting/changing priorities on a
daily basis and must consistently meet a set deadline.
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KNOWLEDGE, SKILLS AND ABILITIES

Administrative and organizational skills.

Interpersonal skills required for establishing and maintaining effective working
relationships with staff in departments and regions across the GNWT.

Capacity to exercise and display initiative and to focus on tasks at hand to ensure that all
requirements of the position are being met.

Sensitivity to personal and multi-cultural environments and the use of tact and diplomacy
in order to maintain confidentiality and professional representation of the Legislative
Assembly.

Proficiency of various computer programs and software such as word processing, database,
spreadsheet, presentation software, tablets/iPads.

Knowledge of emerging administrative trends, as well as internet and electronic
communications.

Attention to detail when entering information in databases and electronic directories, as
well as when editing, proof reading and drafting.

Ability to proofread for spelling and other errors.

Ability to follow formatting instructions in document and titles is essential.

Knowledge and/or ability to acquire knowledge of the role and functions of the Office of the
Clerk and the Legislative Assembly’s policies, procedures and practices in order to relay
responses for requests, questions, and inquiries.

Ability to refer or direct complex and unusual requests for information as appropriate.
Command of the English language and grammar.

Verbal and written communication skills.

Skills in problem solving, planning, coordination, monitoring and assessment.

Ability to research, analyze and synthesize multiple concepts and priorities.

Ability to work in a cross-cultural environment.

Ability to exercise considerable judgement, tact and discretion in preparing, disclosing and
handling information of a confidential and/or sensitive nature.

Ability to work to deadlines and manage workloads including multiple assignments with
potentially conflicting priorities while ensuring that the Clerk and Deputy Clerks' needs are
addressed.

Ability to assign, delegate and coordinate work assignments and projects.

Ability to prioritize work and priorities to achieve operational and strategic objectives.
Fundamental understanding of the structure and processes of the government.
Leadership and supervisory skills.

Analytical skills.

Knowledge and/or ability to acquire knowledge of ORCS/ARCS records management filing
systems.

Knowledge and/or ability to acquire knowledge of the North, its environment, political and
social milieu.
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e Strategic-thinking skills and judgment.

e Ability to commit to actively upholding and consistently practicing personal diversity,
inclusion and cultural awareness, as well as safety and sensitivity approaches in the
workplace. Strong administrative and organizational skills.

Tyvpically, the above qualifications would be attained by:

Certificate in Professional Administration, and a minimum of two (2) years’ experience in an
administrative role supporting senior executives and experience with the development and
maintenance of Mail tracking systems.

Equivalent combinations of experience and education will be considered.

ADDITIONAL REQUIREMENTS
Position Security (check one)

[ No criminal records check required
Position of Trust - criminal records check required
L1 Highly sensitive position - requires verification of identity and a criminal records check

French language (check one if applicable)

U 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) @ Advanced (A) O

U French preferred

Indigenous language: Select language

L] Required
Preferred
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