
November 6, 2018                                                       GNWT Job Description                                                              Page 1 of 7 

 
        
 

IDENTIFICATION 

 
Department 

 

 
Position Title 

Infrastructure Business and Marketing Officer  

 
Position Number 

 

 
Community 

 
Division/Region 

33-15319 Yellowknife  Yellowknife Airport/HQ 

 
PURPOSE OF THE POSITION 
 
The Business and Marketing Officer develops the Commercial Development program, and 
directs the day to day delivery of the Yellowknife Airport’s revenue generating commercial 
activities through negotiations, promotions, and the application of related legislation, policies, 
standards and procedures, while meeting the needs of present and future airport clients.   
 
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, as well as the continuity of marine 
transportation services for the provision of fuel and dry goods to northern destinations. 
 
Located at the Yellowknife Airport and reporting to the Regional Airport Manager, the 
Business and Marketing Officer (Officer) directs the delivery of revenue generating 
commercial development activities including the management of land lease agreements, Nav 
Canada facility agreements, and other commercial agreements on the airport lands.  This 
involves communication and negotiation with airport stakeholders, including lessees, 
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licensees, air carriers, business clients, other federal, territorial and municipal government 
departments and agencies.  Extensive consultation with the Department of Justice is required, 
both in daily commercial development activities and new business development 
opportunities.  
 
The Officer is responsible for the interpretation and application of the Commissioner’s Public 
Airports Act, the Commissioner’s Airport Lands Regulations and Commercial Tenancies Act, 
Arbitration Act, Devolution of Real Property Act, Environmental Protection Act, Land Titles Act, 
Seizures Act, and Cities, Towns and Villages Act.  
 
The Officer provides analysis of business venture opportunities and provides technical and 
professional advice and direction to the Airport Management team for decision making 
pursuant to private and public economic development at the Yellowknife Airport.   
 
The agreements administered by the Officer will generate non-aeronautical revenues 
essential for the ongoing operation of the airport.  The Officer has signing authority for 
agreements with an initial term up to 30 years, including assignments, mortgages, sub-leases, 
consent to mortgage, consent to leasehold improvements, consent to lease assignments, lease 
surrenders, cancellation of commercial agreements and memorandum of agreements. 
 
RESPONSIBILITIES 
 
1. Develops, implements, and monitors the Commercial Development program for 

conformity to airport property standards, within established legislative and policy 
frameworks. 
• Develops and directs long and short-term commercial plans to increase Yellowknife 

Airport’s commercial exposure, facility utilization, and maximize financial growth. 
• Develops and maintains property development standards, commercial development 

procedures, manuals and guidelines; manages implementation at site level. 
• Develops and manages implementation of legislation, policies and directives governing 

commercial development activities, including the contracting out of airport real 
property and other assets. 

• Identifies areas for improvement of operational procedures and initiates processes for 
continuous improvement in managing airport properties, leases and licenses.  

• Leads the development of methodologies for the setting of commercial development 
rates and fees, and provides recommendations for approval of new rate schedules. 

• Develops and manages the Yellowknife Airport Property Management Database 
program for compliance with legal requirements for occupancy and use as an airport. 

• Generates all necessary operational data required to support development and engage 
airport tenants and stakeholders in potential new business development opportunities. 

• Develops and manages the implementation of standard formats for legal agreements, 
such as leases, licenses, consents to mortgage, assignments and sub-leases of 
leaseholder interests, and memoranda of understanding. 

• Develops terms of reference and tender specifications for consulting contracts, such as 
real property appraisals, business proposals and RFP’s (Request for Proposal). 
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• Provides advice to senior management, airport management, municipal and 
community leaders, and industry stakeholders on land ownership, leasing and 
municipal zoning issues within and adjacent to airport boundaries. 

• Promotes private and public development on airport lands. 
• Participates in the formulation/ drafting of various development and business plans. 
• Builds key customer relationships, identifies business opportunities, negotiates and 

closes business agreements.  
 
2. Provides marketing services to Yellowknife Airport. 

• Consults with Regional Airport Manager and stakeholders on business trends with a 
view to developing new services, products, and distribution channels. 

• Identifies opportunities for campaigns, services, and distribution channels that will 
lead to an increase in revenue. 

• Develops and implements marketing strategies, and participates in tourism and 
business development projects at the community and territorial level. 

• Develops rapport and prospects potential new clients by networking, cold calling, 
advertising or other means of generating interest to increase business.   

• Participates in the development and implementation of web-based marketing 
initiatives. 

• Works with local tourism partners to encourage growth in passenger traffic and 
patronage of airport businesses. 

• Identifies airport products and services, and develops strategies to improve and 
market these products and services through joint promotions and special events. 

• Attends industry functions, such as association events and conferences, and provides 
feedback and information on market and creative trends.   

• Coordinates the research and analysis of travel patterns. 
• Maintains extensive knowledge of current market conditions. 
• Conducts customer satisfaction surveys and analysis.  

 
3. Supports the Regional Airport Manager with a range of business analysis activities.  

• Determines and amalgamates the required financial data, and provides detailed 
business plans that assess the ultimate profitability of ventures identified by a 
committee that works to categorize opportunities for clients and the government with 
respect to the Yellowknife airport. 

• Provides cost benefit analyses and other financial input required for the development 
of business cases for new airport revenue sources and potential business ventures 
with industry and other interests.  Both business risk and potential profitability need 
to be determined as part of the analysis. 

• Analyzes available data and provides reliable cost/benefit information to support the 
decision making criteria that enable private and public sector organizations to make 
firm decisions with respect to investment of venture capital.  

• Determines business integration and supply chain management in analyzing the 
potential profitability and sustainability of business; conducts marketing research and 
forecasting demand for the analytical component of this function.  

• Supports the development of performance measurement techniques across all regional 
operations and subsequent monitoring and reporting.  
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• Conducts assessments of the Operations Management component of the business 
structure including HR functions, Information Systems, financial, technical and product 
service development as it relates to the overall business model.  Analysis includes 
vertical and horizontal boundaries of an organization including economies of scale and 
scope, strategic positioning for competitive advantage, and a complete industry 
analysis which includes barriers to entry and exit.  

• Makes presentations to the airport Oversight Committee, Deputy Minister and Cabinet 
on strategic management and revenue opportunities.  

 
4. Leads, develops and manages property and commercial development activities for 

the Yellowknife Airport. 
• Directly manages commercial development activity. 
• Leads in the development of marketing and commercial development Capital and O&M 

plans. 
• Leads and coordinates the acquisition of legal advice relating to the Commercial 

Development program, including land tenure and airport boundary issues, 
enforcement of agreements and dispute resolutions. 

• Provides accurate and substantiated revenue forecasts for regular business planning or 
new initiative considerations. 

• Leads and manages land title searches related to Commercial Development at the NWT 
Land Titles office, as required, to confirm the validity and accuracy of Airports 
Division’s land holdings. 

• Leads in the development and submission of recommendations with respect to 
alternate uses of commercial property. 

• Develops briefing notes and decision papers on commercial development issues. 
• Negotiates, drafts and implements new commercial agreements. 
• Establishes fair market value for leases and licenses through the commissioning of real 

estate appraisals and models as required. 
• Provides direction in the development and maintenance of the Yellowknife Airport 

Property Management Database program relating to legal agreements and real 
property. 

• Responsible for integrating the Yellowknife Airport Property Management Database 
program into the daily administration of leases, licenses and property management. 

• Leads and coordinates the review process of development applications for airport 
property, and makes recommendation for final approval. 

• Manages timely rent adjustments / lease renewals to avoid agreements transitioning to 
over-holding status. 

• Conducts lease site reviews to establish and enforce property maintenance standards 
of leased land. 

• Inspects and monitors leased property for maintenance of environmental standards, 
and initiates action to remediate where necessary. 

• Manages relationships with existing tenants and ensures service satisfaction. 
 
5. Develops and conducts special projects relating to real estate and commercial 

assets, and operational processes, to meet current and anticipated future 
Yellowknife Airport  needs. 
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• Evaluates, circulates and coordinates responses to municipal zoning, official plans and 
developmental proposals. 

• Identifies requirement for environmental audits on leased land, and monitors 
completion. 

 
6. Manages the financial resources of the Commercial Development Section. 

• Develops the annual budget requirements for the Section. 
• Monitors expenditures.  
• Participates as a member of the Yellowknife Airport management team, in developing 

short and long-term planning goals. 
• Establishes objectives and performance indicators that complement Yellowknife 

Airport goals. 
 
WORKING CONDITIONS 
 
Physical Demands 
No unusual demands. 
 
Environmental Conditions 
The airport environment frequently subjects incumbent to exhaust fumes and loud noise. 
 
Sensory Demands 
No unusual demands. 
 
Mental Demands 
No unusual demands.  
 
KNOWLEDGE, SKILLS AND ABILITIES 
 
• Knowledge of airport land use planning, zoning and Land Surveys System and processes 

related to environmental assessments and remediation requirements.  
• Knowledge in urban planning, design criteria, mapping and documentation. 
• Knowledge of Commercial agreements affecting leaseholder interests in an airport 

environment, including financial concepts, as well as legal interpretations and impacts. 
• Knowledge of acts and regulations pertaining to contracts and commercial real property 

transactions. 
• Knowledge of marketing strategies, relationship management, and tourism and business 

development at the community and territorial level. 
• Verbal and written communication skills with the ability to effectively communicate 

information to technical and non-technical experts and external stakeholders. 
• Negotiation skills when dealing with complex legal agreements and financial matters 
• Skilled in driving product/service and customer service improvement with strong ability 

for building partnership with key business decision makers in aviation sector. 
• Ability to promote a collaborative approach within the Commercial Development program. 
• Understanding of contracts and project management phases and reporting techniques on 

project status to include budget and schedules. 
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• Conceptual, analytical and problem solving skills 
• Ability to interpret site drawings, maps, legal documents, legal surveys, etc. 
 
Typically, the above qualifications would be attained by: 
 
Bachelor’s Degree in the field of Marketing, Economics, Urban Planning, Land Economics, or 
Airport Planning, combined with ten (10) years of leasing and property management 
experience; or,  
 
Master’s Degree in the field of Marketing, Economics, Urban Planning, Land Economics, or 
Airport Planning, combined with 5 years of experience.   
 
ADDITIONAL REQUIREMENTS 
 
Holding, or being eligible for registration as a Certified Leasing Officer (CLO) or a Certified 
Property Manager (CPM) designation. 
 
Preferred experience with project management and private sector business experiences 
would include negotiating leases, joint ventures, and in-process management and business 
contracts, including business pro-formas.  
 

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 
 

Indigenous language: Select language 

☐ Required 

☐ Preferred 
 
 
 
 


