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IDENTIFICATION 

 
Department 

 

 
Position Title 

Finance Intern Geomatics Officer 

 
Position Number 

 

 
Community 

 
Division/Region 

15-17476 Yellowknife, NWT NWT Centre for Geomatics 

 
 
PURPOSE OF THE POSITION 

Under the guidance and mentorship of the Manager, Geomatics Services, the Intern, Geomatics 
Officer will assist with the development and implementation of geomatics related projects; data 
management; provide advice, recommendations and assistance to the Centre's staff, 
departmental clients, and other governments. As well, the position will create geospatial 
data/databases, hardcopy and digital maps and online maps, in accordance with the Centre's 
mandate of providing remote sensing and geographic information systems services to the 
departments and the Government of the NWT. 
 
SCOPE  

The position operates in Yellowknife and is part of the NWT Centre for Geomatics (NWTCG) 
Division within the Office of the Chief Information Officer branch in the Department of Finance.  
 
The Intern, Geomatics Officer reports to the Manager, Geomatics Services.  The NWTCG is the 
GNWT Centre of Excellence for geomatic services, Earth Observation (EO), geographic 
databases and applications, remote sensing, and geographic information systems. 
 
The NWTCG provides leadership and expertise to all departments of the GNWT, as well as some 
boards and agencies, on matters related to mapping; spatial data creation, maintenance, 
storage, and standards; unmanned airborne systems; remote sensing and data acquisition; 
geospatial software and hardware; and online geospatial tools and services.  The Centre 
promotes the use of geospatial data and tools for decision making through education and 
outreach and collaborates with a variety of internal and external partners to maximize the 
benefits of investments made in the GNWT’s geospatial resources. 
 
The intern will benefit from guidance and mentorship from their supervisor and other NWTCG 
staff in various functions of geomatics and will work with a variety of clients within the GNWT, 
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other governments, the public and outside agencies to provide advice, recommendations or 
products related to geomatics. 
 
The incumbent will work on many projects, some of which are transactional for departmental 
clients, or assigned by the Manager, Geomatics Services.   
 
Developmental opportunities may include project management such as scoping and 
documentation, transactional map services supporting mineral and land tenure, working with 
an enterprise geospatial infrastructure and publishing data products, publishing maps to the 
web, supporting geospatial field operations involving Global Positioning Systems (GPS) and 
Unmanned Aircraft Systems (UAS), as well as building experience in geomatics on a wide 
variety of topics.   In addition, the incumbent will develop their communication skills by 
presenting project outputs, developing communication tools and documents, and taking part in 
outreach and/or educational activities.  The incumbent will also learn about geospatial and 
aspatial data management. 
 
The incumbent will work on one or more projects (not all GIS related) at a time.  Methods and 
procedures followed will depend on the type of service request, and direction will be provided 
by the supervisor who is contacted regularly for project planning and coordination.  The 
incumbent will also develop working relationships with outside agencies and private industry 
to complete projects or answer requests as required. 
 

RESPONSIBILITIES 

Under the guidance and mentorship of the Manager, Geomatics Services and other NWTCG staff, 
the Geomatics Officer Intern will develop and implement geomatics and related projects.  This 
will include consultation with project leaders, digitizing, data input and manipulation within 
the Centre’s GIS software, data output to plotting and printing devices, responsibility for 
specific transactional requests related to mineral and land tenure within expected timeframes 
and assist in spatial data management.  To meet this goal the incumbent will be expected to: 
 

1. Prepare, develop, and implement GIS and non-GIS projects and products to client 
specifications by: 
• Consulting with project leaders to establish and define project conditions, requirements, 

and action plans. 
• Providing recommendations and advice on projects. 
• Assisting with, conducting, and coordinating analysis and research. 
• Inputting and manipulating data to or from a Geographic Information System, image 

analysis system and other database management systems. 
• Preparation and output of map-based products (e.g. paper maps, web maps, reports, and 

correspondence) for use by the department, other agencies, and the public. 
• Digitizing for the government and government partners. 
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• Documenting procedures involved in projects and related datasets. 
• Assisting departmental staff with GIS and Remote Sensing projects, requests, and 

enquiries. 
• Fulfill standard transactional requests related to mineral and land tenure within 

specified guidelines. 
 

2. Assist clients with their projects by: 
• Providing technical advice, recommendations, and assistance to staff. 
• Translating digital data to the format of client requests. 
• Locating digital spatial data. 
• Digitizing and data manipulation. 
• Regular spatial data management and maintenance including metadata creation and 

data quality control. 
• Plotting, printing, photocopying, cutting maps and laminating. 

 
3. Administrative Duties: 

• Laminating. 
• Field support services (hardware preparation, GPS use and data downloads, form and 

template preparation, field assistance on UAS and GPS surveys). 
• Plotter maintenance. 
• Document management within the document management system. 

 
4. Handle requests related to various GIS and non-GIS projects. 

• Assist and respond to client requests in plain language. 
• Assist the client in defining their desired product and clarify for them the steps required 

to do so and how this will affect time and costs.  Associated with this is the responsibility 
of handling different projects with many different data sources. 

• Use innovation and creativity in recommending products and deliverables to clients. 
 

WORKING CONDITIONS 

Physical Demands 

No unusual demands. 
 
Environmental Conditions 

No unusual demands. 
 
Sensory Demands 

No unusual demands. 
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Mental Demands 

No unusual demands. 
 
KNOWLEDGE, SKILLS AND ABILITIES 

• ESRI suite including ArcGIS Pro and ArcGIS Online/Enterprise (knowledge of open-
source packages would be an asset but is not required). 

• Microsoft Office Suite. 
• Microsoft Outlook. 
• Knowledge of image analysis packages and scanning hardware and software would be 

an asset. 
• Familiarity with project management is an asset and the ability to work under minimal 

supervision. 
• Analytic, cognitive, and problem-solving skills, and the ability to deal with complex 

information. 
• Attention to detail. 
• Ability to exercise sound judgment. 
• Communication and organizational skills. 
• Technical and non-technical writing abilities obtained through education or on the job 

training. 
• Ability to work well in a team. 
• The ability to adapt to new computer hardware and software technologies and 

incorporate them into the workplace. 
• 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: 

Technical Diploma in a Geomatics or GIS related field. 
 
Equivalent combinations of education and experience will be considered. 
 
ADDITIONAL REQUIREMENTS 

Position Security (check one) 

☒  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) 
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☐ 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  


