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IDENTIFICATION 

 
Department 

 

 
Position Title 

Infrastructure Coordinator, Quality, Health, Safety and Environment 

 
Position Number 

 

 
Community 

 
Division/Region 

33-15047 Hay River 
Marine Transportation 

Services 

 
 

PURPOSE OF THE POSITION 

The Coordinator, Quality, Health, Safety and Environment, oversees and supports the delivery 
of the Marine Transportation Services Division’s Occupational Health and Safety program and 
workplace wellness program activities in support of a healthy and safe workplace for all 
Divisional employees.  
 
Responsible for coordinating all aspects of the Division’s Health, Safety and Environment 
programs, the Coordinator champions’ safety and environmental responsibility as an attitude, 
acts as an advisor to management and ensures regulatory compliance, including Terminal 
security, is maintained, divisional standards are met and all employees are active participants 
in the long-term success of the Division’s quality, health, safety and environment programs. 
 
SCOPE  

The Department of Infrastructure is highly decentralized in the delivery of its programs and 
services and is responsible for territory-wide government programs such as the operation 
and maintenance of public buildings and transportation infrastructure and systems, project 
management, facilities planning, design and technical support services, environmental 
assessment and remediation, property management, procurement shared services, 
information technology, information management,  disposal of surplus property and goods 
motor vehicle and mechanical/electrical regulatory services and fleet management. 
 

On behalf of the Government of the Northwest Territories (GNWT), the Department of 
Infrastructure also carries the responsibility for strategic planning for the GNWT’s long term 
investment in the development of public transportation and energy production and 
distribution systems for the Northwest Territories (NWT), as well as the continuity of marine 
transportation services for the provision of fuel and dry goods to northern destinations. 
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Marine Transportation Services (MTS) is responsible for the effective and profitable provision 
of essential marine transportation services and the immediate and long-term viability of the 
business that is GNWT Marine Transportation Services. The Division accomplishes this 
through the deployment of the GNWT owned fleet of vessels to transport goods on Great Slave 
Lake, the Mackenzie River and the waters of the Arctic coast, and the effective use of the 
GNWT Shipyard and Marine Terminals. Each vessel would normally have 12 crew, 13 if there 
is a Pilot (navigator) on board.  
 
The Division is also responsible for the purchase and delivery by GNWT MTS of bulk 
petroleum products to six (6) water-accessible NWT communities served by the Petroleum 
Products Program and to diesel power plants at eight (8) NWT communities served by the 
Northwest Territories Power Corporation (NTPC), in addition to other communities located in 
the Western Arctic. 
 
Reporting to the Manager, Safety and Marine Records, the Coordinator, Quality, Health, Safety 
and Environment, is responsible for the delivery and on-going modernization of the Division's 
Occupational Health and Safety (OHS) and wellness programs. 
 
The Coordinator serves as the Division’s expert resource for the Division’s Joint Occupational 
Health and Safety Committee and Safety Representatives responsible for promoting 
workplace safety practices across all worksites. This work requires regular reviews of 
territorial and federal health and safety legislation, regulation and policies, including industry 
leading practices, in ensuring that the Division's OH&S Program remains current and in 
compliance with prevailing legislation, regulation and policy requirements (i.e. Worker's 
Safety and Compensation Commission [WSCC] Safe Advantage Program). These 
responsibilities include ensuring that the Division has the necessary directives, business 
processes, procedures and system solutions in place to facilitate timely and accurate reporting 
for the OH&S program. 
 
This position also coordinates, promotes and supports a wide range of the Division's 
workplace wellness and employee developmental activities such as the Division's, Career 
Development Program, employee recognition events, OH&S environmental "greening" 
initiatives and social committee functions. 
  
The Coordinator works with a wide range of partners involved in promoting safety and 
wellness in the workplace such as: the Northwest Territories / Nunavut Workers' Safety and 
Compensation Commission, the Department of Finance and numerous federal departments 
and industry associations. 
  
This position is responsible for the management of the Division’s OH&S corporate budget. 
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RESPONSIBILITIES 

1. Provides expertise and coordinates the planning in all areas of quality, health, 
environment and safety (QHSE). 
 In collaboration with senior management, formulates and recommend an overall plan 

for the Quality, Health, Safety and Environment (QHSE) functions.   
 Identifies priority issues that must be addressed and sets short, medium and long-term 

objectives and strategies. 
 Acts as an in-house resource in all areas relating to QHSE. 
 Implements, manages, and reports progress in best industry practices; tasks 

immediate corrective action as appropriate. 
 Coordinates the compliance with all regulations and applicable laws with respect to 

QHSE. 
 Liaises on a regular basis with the Department of Infrastructure’s Occupational Health 

and Safety Specialist to discuss quality, health, safety and environment issues.   
 

2. Plans, develops and implements the Division’s Occupational Health and Safety 
Programs. 
 Coordinates Divisional QHSE meetings; provides meeting agendas, records meeting 

minutes, and documents and follows up on QHSE meeting action items. 
 Oversees and supports the on-going development of the Division’s OH&S 

directives,  strategies and plans that promote health and safety and wellness for 
the Division’s employees. 

 Provides expert advice to all Divisional employees on health and safety 
legislation, policies and practices. 

 Develops and delivers OH&S employee training and orientation tools and 
resources. 

 Represents the Division’s interests on various departmental advisory committees 
concerning QHSE and wellness matters. 

 Develops and maintains productive partnerships with a wide range of 
organizations with common interests in workplace safety and wellness; such as: 
WSCC, Department of Finance and numerous federal departments and industry 
associations. 

 Coordinates the development of effective communications tools for the Division’s 
OH&S Program. 

 Drafts briefing notes, and reports concerning the Division’s OH&S and Wellness 
program activities. 

 Maintains, supplements and develops ongoing knowledge of QHSE related regulations 
and standards; 

 Reviews pending QHSE regulatory changes and contributes to consultation processes 
between industry stakeholders and the relevant regulatory bodies; 

 Travels to communities to undertake QHSE audits of MTS's facilities, operating 
practices and the QHSE related performance of Contractors; 
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 Provides instruction and training and recommends corrective action where necessary 
to ensure that prescribed QHSE related practices and procedures are adhered to by the 
Division’s Contractors; 

 Assesses QHSE related benefits of new technical developments, standards and 
products; 

 Undertakes routine reviews / analysis of technical bulletins such as safety bulletins, 
trade magazines, and published research documents and appropriately disseminate 
HSE related literature to Divisional and Departmental technical support services; 

 Recommends changes in equipment, practices and procedures to provide for 
continuous improvement within the QHSE program; 
 

3. Monitors and evaluates the effectiveness of health, safety and wellness program 
strategies and plans for the Division. 
 Continually evaluates QHSE programs and recommends changes where appropriate to 

assist MTS in achieving its accident prevention, occupational health and environment 
objectives. 

 Monitors the on-going implementation of the Division's OH&S and wellness 
activities. 

 Conducts regular reviews of the Division's OH&S and wellness programs for 
continuous renewal and improvement. 

 Coordinates external audits and assessments of t h e  Division's OH&S program. 
 Ensures audits are conducted at all locations, approaches auditing as a partnership and 

follows up on audit reports to ensure corrective action is taken where required. 
 Regularly researches OH&S trends and emerging leading practices in other 

jurisdictions. 
 Ensures all OH&S and wellness program reporting requirements are satisfied. 
 Develops detailed work plans to assist in guiding the work of the Division’s OH&S 

committee and external contractors. 
 Oversees projects involving the use of external experts as needed. 

 
4. Promotes and supports the Division’s workplace wellness and employee 

development programs. 
 Serves as an active member on the Division's workplace "greening" committee 

supporting environmental stewardship within the Division's OH&S program 
activities.  

 Coordinates and supports the delivery of the Division's Career Development 
Program, employee recognition awards (i.e. safe workplace awards) and assists 
with a range of social committee activities. 

 Assists with the on-going monitoring and renewal of the Division’s Human 
Resources Plan which includes OH&S and wellness related activities. 

 Develops communications tools for t he Division’s workplace wellness programs. 
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5. Ensures that QHSE programs are effectively communicated and supported 
throughout the Division. 
 Ensures there is an effective communication program in place that disseminates 

information on QHSE issues to all employees and that keeps QHSE concerns in the 
forefront as a major responsibility of all employees.   

 Acts as a resource to facilitate employees and management increasing their 
understanding, awareness and commitment to QHSE. 

 Communicates safety and security issues and educates others on standards and 
procedures.  Assists in the presentation of safety and security training programs and 
ensures that protection officers and Emergency Response Team personnel are 
consistently upgraded or re-certified as required. 

 Ensures accurate records are maintained; that accident statistical reports are 
distributed and that a high level of awareness and concern for accidents is prevalent 
throughout the Division. 

 Ensures the Division is complying with all government QHSE regulations and that there 
is a high level of communication with all external agencies with an interest in QHSE 
issues. 

 

WORKING CONDITIONS 
 

Physical Demands 

No unusual demands. 
 

Environmental Conditions 

No unusual demands.  
 
Sensory Demands 

No unusual demands. 
 
Mental Demands 

No unusual demands. 

 
KNOWLEDGE, SKILLS AND ABILITIES 

 Extensive  knowledge  of,  and ability to  apply,  exemplary  practices  in the  area  of 
health, wellness and safety; 

 Knowledge   of   and  an   ability   to   interpret Acts, Regulations,  policies and procedures 
applicable to Occupational Health, Safety and Environmental management; 

 Strategic and critical thinking skills and judgment to assess program performance; 

 Analytical and research skills; 

 Excellent organizational and time management skills; 

 Excellent communication and interpersonal skills (oral and written); 

 Proven self- direction and self- motivation; 
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 Ability to form partnerships and work in a collaborative manner; 

 Proven client service orientation; 
 Excellent proficiency in the use of general office computer programs such as word 

processing and spreadsheet. 
 

Typically, the above qualifications would be attained by: 
 

Post-Secondary Certificate in Occupational Health and Safety, Health, Safety & Environmental  
Processes, Health and Safety for the Workplace, and 4 years of related experience;  
 

OR,  
 

Post-Secondary Diploma in Occupational Health and Safety, Safety, Health & Environmental 
Management, or Health and Safety and 3 years of related experience.  
 
Other equivalencies will be considered provided the qualifications consist of a minimum 5 
years of relevant education and experience pertinent to Occupational, Health, Safety and 
Environment.  

 
ADDITIONAL REQUIREMENTS 
 

Position Security 

☒  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) ☐      Intermediate (I) ☐     Advanced (A) ☐   

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

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

☐ French preferred 

 

Aboriginal language: To choose a language, click here. 

☐ Required 

☐ Preferred  


