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IDENTIFICATION
Department Position
Title
Legislative Assembly Deputy Sergeant-at-Arms, Security
Position Number Community Division/Region
12-13814 Yellowknife Members and Precinct
Services / HQ
PURPOSE OF THE POSITION

The Deputy Sergeant-at Arms, Security, is responsible for assisting the Sergeant-at-Arms in
providing ceremonial and House duties to the Legislative Assembly and for assisting with the
overall management of security staff for the safe operation of the Legislative Assembly
building and precinct. The position is accountable for ensuring the security of members, their
staff and House Administration employees as well as the security of Legislative Precinct assets
and buildings. The incumbent conducts administrative investigations into various incidents
and occurrences of a complex and sensitive nature, evaluates threat intelligence in
cooperation with security partners, participates in defining the appropriate security posture
for the Precinct, and develops strategies to mitigate and manage responses to threats. The
incumbent develops a security awareness program and prepares and disseminates security
and outreach materials for Members and staff.

SCOPE

The Legislative Assembly is one of the three distinct and autonomous branches of the
Government of the Northwest Territories (Legislative, Executive and Judicial). As such, it
operates with autonomy and independence from Cabinet direction and the public service at
large. This independence is critical to the mandate of the Legislative Assembly to scrutinize
and approve legislation and budgets proposed by cabinet, monitor and critique the activities
and performance of the executive branch and provide a forum for the exercise of responsible
parliamentary democracy in the Northwest Territories (NWT).

Located in Yellowknife, the Deputy Sergeant-at-Arms, Security reports to the Sergeant-at-
Arms and supports the Sergeant-at-Arms during sittings of the Legislative Assembly by
reporting to the Speaker and performing all tasks related to ceremonial, House activities and
security outside of Chambers. Responsibilities include assisting with driving, supervision and
training of Pages during formal sittings of the House. The position has contract authority up to
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a limit of $50,000 and has spending authority of $5,000 for vehicle, event and security
equipment.

The Deputy Sergeant-at-Arms, Security, is responsible for supporting the administration and
coordination of the Legislative Assembly’s Page Program. This unique program requires a
high level of safety and security for the youth pages and their chaperones, many who are from
other communities in the Northwest Territories, during formal sittings of the House.

This position supervises the security and safety services for the Members of the Legislative
Assembly, staff and visitors to the building, ensuring that the building is secure from fire,
hazards, theft & vandalism. This position is expected to respond to emergency and crisis
situations.

The Deputy Sergeant At Arms, Security, supervises the training and scheduling of
indeterminate Security Officers and coordination with contract security staff for additional
staff, ensuring that Members, staff, and visitors conduct their business on the Legislative
Assembly Precinct in a safe and secure environment.

The Deputy Sergeant-at-Arms, Security, assists with the planning and execution of building
wide training scenarios to ensure building occupants are well versed in the required
emergency responses as detailed in the Legislative Assembly's Emergency Response Plan.

This position requires the incumbent to be prepared to deal with volatile situations in
conditions of high visibility and consequence, often without the luxury of time to undertake a
comprehensive analysis. Problems range from simple to difficult, complex and of significant
scope as they relate to all aspects of security in the Legislative building (e.g. life threatening
situations, bomb threats, mentally unbalanced people, demonstrations and sit-ins). Politically
sensitive situations are continually present which must be dealt with sensitivity, tact, and
diplomacy.

The position is responsible for providing facility services that include identifying day-to-day
problems in the physical operation of the facility and reporting them to the Sergeant-at-Arms;
managing the pool Legislative Assembly vehicle reservations; maintaining fuel levels and
vehicle safety equipment; and coordinating the setup of seating and equipment for public
events, ensuring compliance with safety regulations.

The incumbent will experience potentially hazardous situations by virtue of the problems that
may arise in maintaining the rules and procedures of the Legislative Assembly precinct
including the physical removal of disruptive persons from the premises or interactions
outside on the Legislative Assembly precinct grounds.
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Much of the job requires careful listening and attending to the nuances of meaning in
interacting with a wide variety of people from various backgrounds and, at times, under
intense and volatile circumstances. The incumbent will be required to address and provide
direction/guidance to resolve complaints, disputes and violations with visitors, protestors,
and staff members regarding Legislative Assembly security policies and rules.

The duties of this position are carried out in accordance with the Legislative Assembly and
Executive Council Act, the Financial Administration Act, the Legislative Assembly Members’
Handbook, and GNWT /Legislative Assembly policies, directives and procedures.

RESPONSIBILITIES

1. Develops and establishes the appropriate security measures, protocols and
standard operating procedures required to ensure that the various dimensions of
corporate security operations are addressed, whether in regard to Precinct security
and emergency planning, Chamber security and ceremonial duties, administrative
investigations and threat assessments, security awareness or planning. Ensures
ongoing coordination and collaboration with security officers on implementation of
security measures, as necessary.

Provides supervision of security personnel for the Legislative Assembly.

Plans and schedules work shifts for security officers.

Develops and executes training for full time security officers and contracted security
service personnel.

Coordinates additional security services with contracted service provider.

Provides advice and recommendations to management on security and safety related
matters.

Assists the Sergeant-at-Arms in developing and implementing security /safety policies
and programs.

Assists the Sergeant-at-Arms in the instruction of staff in all security and safety
procedures on an ongoing basis to ensure they remain current.

Maintains and updates the standing orders as required and ensure that all security
staff are familiar with, and understand, the requirements of each.

Operates and maintains the identification badge system and maintains a log of current
and archived security passes.

Oversees the reservation log for three pool vehicles and ensures that their use is in
keeping with the Assemblies rules and regulations.

Provides access control for all Members, staff, and visitors to the Legislative Assembly
Building (LAB).

Responds to emergency and crisis situations.

Makes regular surveillance checks of all areas of the building.

Makes periodic checks of the building exterior and of the Legislative Precinct.
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Monitors traffic control and resolves any issues with the public.

Monitors the various parking areas and enforces rules for each.

Maintains daily log sheets that record daily activities.

Provides the Sergeant-at-Arms with detailed incident reports for all irregularities and
extraordinary events.

Operates the surveillance camera system.

Provides first aid treatments.

Monitors fire, intruder, and generator alarm panels.

Recommends improvements to eliminate security and safety risks as required

2. Performs Facility Services for the Legislative Assembly.

Investigates any security and maintenance incidents, reports and makes
recommendations to the Sergeant-at-Arms.

Meets with event planners, contractors, and visitors, provides the safety briefing,
guidelines for use, set up and coordinates tear down and any additional costs
associated with janitorial and security services.

Arranges furnishings and equipment in the various Committee Rooms and Great Hall
for in house and public meetings.

Manages the incoming / outgoing mail for the Legislative Assembly.

Delivers documents / packages to staff within the building as required.

Records statistical visitor information.

Assists with the management of the audio tour equipment.

Provides minor snow clearing services for the front walkway into the building.
Coordinates the fueling of Legislative Assembly vehicles as required.

Performs minor building maintenance tasks.

3. Performs traditional and ceremonial functions during sittings of the Legislative
Assembly, such as leading the Speaker’s Procession while carrying the Mace and
acting on the Speaker’s instructions in accordance with the Standing Orders and
statute.

Assists with ceremonies of state and special events on the Legislative Precinct,
including accompanying the Commissioner and other dignitaries, as required.

Performs ceremonial duties associated with various House traditions.

Ensures the safety and security of the elected members, staff and visitors.

Maintains order, decorum and security in the House, and enforces the orders of the
Speaker.

Having custody of the Legislative Assembly Mace, Chamber, and its furnishings.

Assists in the transportation, training and supervision of Pages serving the House.
Manages security staff and contract security schedules for House, public and private
functions at the legislative Assembly.
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Maintains order, decorum and security in the House, and enforces the orders of the
Speaker.

Coordinates ceremonial duties associated with the Legislature, Official and Royal visits.
Travels and provides direct security the Mace during travel on the Mace Tour with the
Speaker and at other public events.

Represents the Legislative Assembly in the communities, liaises with public with tact
and diplomacy.

Responsible for the safe transportation, training and supervision of Pages while
serving the House and after hours for Chaperones and pages from the other
communities of the NWT.

Assists with coordination and briefing of chaperones to ensure school work and safe
extra- curricular activity.

Maintains communication with Chaperones, Schools and Parents regarding any issues
with the Pages.

Provides and supervises work for summer students on the grounds of the legislative
assembly.

4. Plans the operational delivery of a business-critical component of the corporate
security program and acts as the lead specialist for Precinct operations, Chamber
operations, investigations and intelligence, and security awareness. Ensures cross-
functional understanding of all areas of corporate security operations to provide
back-up as well as to support ongoing operational security requirements.

Oversees the safety and risk management in public areas.

Prepares comprehensive information bulletins on threats and associated security
measures.

Assesses risks and potential risks to staff, visitors, and contractors and takes
appropriate action as needed.

Plays a primary role as a First Responder in first aid and emergencies, including
building evacuation, security of members or lockdown.

Plays a leading role in the development and enacting the Legislative Assembly’s
Emergency Response Plan, including coordination of services in an emergency, i.e.,
alarm provider, fire services, police and senior management.

WORKING CONDITIONS

Physical Demands

The incumbent spends 30% of the workday conducting foot patrols of the building and
grounds in all weather conditions. Crawlspace patrols require bending/crawling through
lower sections of the building. Setting up/taking down furniture and equipment for public
events and assisting in various deliveries involves heavy lifting and carrying heavy items for
approximately 5% of the workday.
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Environmental Conditions

Foot patrols through mechanical spaces will expose the incumbent to loud noises and risks of
fumes and loud noises associated with initial investigation of potentially malfunctioning
equipment (boilers/generators/etc.)

Sensory Demands

With respect to operational responsibilities, the incumbent requires concentrated, combined
uses of sight, smell, hearing and/or touch when performing security inspections.

Mental Demands

Often the incumbent will encounter problems that pose immediate and serious disruption to
the safety and security of the building. The incumbent is responsible for the coordination and
mitigation of security risks to various degrees throughout the facility. This requires quick and
decisive action and the ability to technically diagnose problems under pressure. The
incumbent will experience expectations to work on multiple concurrent projects and tasks
and to constantly prioritize for clients.

KNOWLEDGE, SKILLS AND ABILITIES

e Knowledge of the concepts, methods and practices associated with the delivery of
corporate security services, particularly in the context of a high-profile government
institution.

¢ Knowledge of the principles, methods and techniques related to conducting threat and risk
assessments regarding various security operations and requirements.

¢ Knowledge of the principles, methods, practices and systems associated with emergency
management and their application to a wide range of threats, incidents and hazardous
situations.

¢ Knowledge of and/or ability to acquire and apply knowledge of intrusion alarm detection,
fire detection-suppression, video surveillance systems, and security card equipment.

¢ Knowledge of and/or the ability to acquire knowledge of the rules and procedures of the
House.

e Knowledge of security, safety, and emergency response procedures.

¢ Knowledge of crowd control and de-escalation techniques.

e Ability to act effectively, quickly and calmly in an emergency situation.

e Interpersonal skills and the ability to act with professionalism and diplomacy.

e Understanding of government procurement and contracting processes.

e Verbal and written communication skill.

e Ability to de-escalate volatile situations.

¢ Organization and time management skills, including reprioritizing at short notice.

e Ability to use a variety of office software, including spreadsheets and word documents
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e Ability to lift and move heavy objects.

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.

Typically, the above qualifications would be attained by:

A Secondary School Diploma and the successful completion of relevant training in the
administration of corporate security in various specialized areas such as physical security,
emergency management, and administrative investigations, in addition to one (1) year of
supervisory or team lead experience.

Equivalent combinations of education and experience will be considered.

ADDITIONAL REQUIREMENTS

A Class 5 NWT Driver’s License to drive motor vehicles.
Current first aid/CPR certification, or be willing to obtain as a condition of employment.

Position Security

(1 No criminal records check required
(] 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) 0 Intermediate (I) O Advanced (A) O
READING COMPREHENSION:

Basic (B) @0 Intermediate (I) O Advanced (A) O
WRITING SKILLS:

Basic (B) O Intermediate (I) 0 Advanced (A) O

(] French preferred

Indigenous language: Select language

(] Required
] Preferred
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