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IDENTIFICATION 

 
Department 

 

 
Position Title 

Infrastructure Maintenance Coordinator - RCMP 

 
Position Number 

 

 
Community 

 
Division/Region 

33-15380 Inuvik Facilities/Beaufort Delta 

 
 
PURPOSE OF THE POSITION 

The Maintenance Coordinator - RCMP Buildings manages maintenance, repair work, and 
Minor Capital projects in all RCMP buildings and facilities operated by the GNWT for the 
following communities: Inuvik, Aklavik, Tsiigehtchic, Fort McPherson, Tuktoyaktuk, Sachs 
Harbour, Ulukhaktok, Paulatuk, Norman Wells, Colville Lake, Fort Good Hope, Deline, and 
Tulita. The position is responsible for ensuring that all carpentry, electrical, heating, plumbing, 
painting and all other maintenance work (including preventative maintenance) is completed 
in accordance with legislation, regulatory codes, policy and departmental procedures to 
provide safe and operational buildings, works, vehicles and equipment that meet expected life 
cycles. 
 
SCOPE  

This position is located in Inuvik and reports to the Facilities Manager. The scope of activities 
undertaken or managed includes: 

 Responsibility for operation and maintenance of about 60 buildings in Inuvik, Aklavik, 
Tsiigehtchic, Fort McPherson, Tuktoyaktuk, Sachs Harbour, Ulukhaktok, Paulatuk, 
Norman Wells, Colville Lake, Fort Good Hope, Deline, and Tulita; 

 Develops and administers a budget of approximately $1,500,000.00; 
 Initiation of contracts up to $50,000.00; 
 Manages contract performance up to $100,000.00; 
 Supervises up approximately 10,000 hours of contractor and GNWT staff work; 
 Liaises with clients consultants, construction contractors and Project Officers for 

Capital and O&M projects; 
 Manages several Minor Capital projects; 
 This position has standing acting authority for the Facilities Manager. 
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RESPONSIBILITIES 

1. Manages maintenance of buildings, works, and equipment in the region according to 
accepted practices and standards. This includes administering contracts for the 
repair and maintenance of buildings and works in seven regional communities and 
two outlying areas: 
 Ensures RCMP assets are maintained in compliance with applicable legislation, codes 

and standards; 
 Ensures work performed by staff and contracted service providers is done in a safe 

manner and in compliance with applicable legislation and departmental directives; 
 Monitors performance of buildings, reviewing problems with staff and agrees on 

possible solutions, then initiates corrective action; 
 Inspecting buildings to identify deficiencies in condition. 
 Advises Facilities Manager of solutions and options for problems that cannot be 

corrected through normal operational or maintenance procedures; 
 Plans and coordinates repairs, develops work plans and meets regularly with clients to 

review progression and quality of work; 
 Monitors the work of maintenance contractors to ensure their work meets contract 

and technical specifications; 
 Works with Maintenance Management Officer (MMO) to develop annual work plan and 

consults with MMO to make changes to regional Maintenance Management System 
(MMS) procedures and systems to maintain current and effective application within 
the Inuvik region; 

 Recommends changes to Departmental MMS Standards and procedures; 
 Prepares contract specifications and works with the Contracts Administrator to 

prepare tender documents, evaluates tenders and awards contracts within the 
positions authority, or recommends issuance of tenders to the appropriate signing 
authority; 

 Prepares requests for payment, change orders and contract commitments to ensure 
accurate and timely contract administration; 

 Advises MMO on scheduling of preventative maintenance items; 
 Checks and approves division expenditures on a monthly basis - including credit card 

purchases and contractor invoices; 
 Takes on work assignments or special projects to contribute to effective and efficient 

operations (i.e.: acts as the Facilities Manager in the incumbent's absence); 
 Plans and coordinates the annual Fire Prevention Inspections on GNWT and leased 

assets; 
 Monitors and assists in developing assigned budgets. 

 
2. Provides the RCMP with Minor Capital Project Management services: 

Under the supervision of the Facilities Manager: 
 Manages and/or liaises with Manager, Maintenance Coordinators and other O&M staff 

to establish the technical scope, schedule and budget; 
 Plans project implementation strategy to help maximize local/northern involvement, 

training and business development opportunities; 
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 Prepares terms of reference for consultants and/or contractors; 
 Manages the call for, and award of contracts for consultants and/or contractors; 
 Manages work of the successful consultant or contractor; 
 Meets monthly with RCMP Asset Management staff to go over the status of each project 

in the portfolio being managed. 

Manages project compliance with governing authorities: 
 Identifies opportunities to achieve GNWT policy objectives throughout all stages of 

project planning and implementation, (particularly Business Incentives. Local 
Accommodation, Local and Northern Involvement policies) and takes action to achieve 
policy objectives. 

 
3. Provides advice and support to Project Officers who are managing new 

infrastructure capital projects to ensure specifications for required maintenance 
and parts replacement are consistent with capabilities of staff and parts inventories: 
 Reviews plans and specifications and identifies potential maintenance problems; 
 Participates in inspections during construction and identifies deficiencies and 

concerns; 
 Revises operating procedures, schedules and contracts to ensure proper operation of 

new facilities; 
 Researches and prepares construction tender documents; 
 Participates in the design review process for midlife retrofits to existing buildings and 

new construction projects. 
 
4. Arranges for sampling and testing of community water supplies and administers 

contracts for analysis of water samples by commercial laboratories in order to 
verify compliance with Guidelines for Canadian Drinking Water Quality. 
 Responding to alarm and emergency situations resulting from a shutdown of large and 

complex heating systems. 
 Identifying the control or safety device that has tripped or stopped operation of the 

system, and isolating the cause of failure or alarm condition. 
 Rectifying system condition by replacement of defective components, adjustment of 

control settings, or repair of damaged components. 
 Restarting systems and monitoring for continued operating and testing for avoidance 

of repeat failures. 
 Reconstruct valves after teardown for replacement of leaking seals, packing, or 

unsatisfactory operation. 
 Troubling-shooting intermittent failures in heating systems including determining 

causes of high pressure, low flow or no-flow situations, and completing repairs. 
 Removing, rebuilding and replacing defective damper motors, circulating 

pumps/motors and ventilation blower motors. 
 Replacing pneumatic and electrical heating controls. 
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WORKING CONDITIONS 

Physical Demands 

Time on site is usually spent troubleshooting, and involves climbing and/or balancing, 
stooping, kneeling, crouching and/or crawling, reaching, or handling. The position requires 
long hours of travel driving on the highway, averaging one trip monthly at four hours per trip. 
 
Environmental Conditions 

While conducting site field inspections the incumbent is exposed to extreme temperature for 
six months of the year. During inspections the incumbent may be in dirty, dusty areas such as 
crawling in confined spaces, crawl spaces and attics or be in high slippery areas such as 
climbing ladders, inspecting roofs, and skylights. These activities would take up about 10% - 
20% of the incumbents' time. 
 
Sensory Demands 

No unusual demands. 
 
Mental Demands 

The position can be stressful in that there is a large amount of work to organize and 
emergency situations constantly present. In addition, complications from clients and the 
public in general can constitute an added dimension of stress to the position. 
 
KNOWLEDGE, SKILLS AND ABILITIES 

 Knowledge of commercial building heating, ventilation and air handling systems, 
aboveground water and sewage systems, as they relate to the maintenance practices of 
large commercial institutional buildings, residential buildings, and municipal works in 
a northern setting with extremes in temperature range.  

 Knowledge of concepts of planning and controlling work costs associated with the 
work within a maintenance management area. 

 Knowledge and proficiency with all mechanical and building trades. 
 Skills in both verbal and written communications, computer applications including 

CMMS (Computerized Maintenance Management System), Word Processing, 
Spreadsheets, DDC (Direct Digital Control Systems), contract tendering, monitoring 
and inspection, use of specialized testing equipment and supervision of staff. 

 Ability to diagnose faults, recommend remedial work including material requirements, 
to inspect as per codes and to recommend and authorize contract payments.  

 Ability to monitor and inspect work performed by contracted tradesmen to ensure 
they are working safely and using good construction practices. 

 Ability to lead and motivate staff and contracted tradesmen to work efficiently and 
effectively in the performance of their duties. 

 Ability to work in a cross-cultural environment. 
 Knowledge of equipment maintenance and project management theory and practices 

to identify when maintenance is required, prepare project specifications and accept 
completed work. 
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 Knowledge of contract tendering and administration (from the preparation of 
documents to contract award) to administer maintenance contracts.  

 Organizational, problem solving, and interpersonal skills (negotiating and dispute 
resolution) to deal with engaged or potential contractors. 

 
Typically, the above qualifications would be attained by: 

 A Journeyman certification in one of the building trades plus 4 years of directly related 
experience, which includes: 

o 2 years basic project management experience or contracting experience; 
o 1 year experience working with a computerized maintenance management 

system; 
o 1 year experience with contract tendering and administration; 

 Or a degree in Engineering or Architecture plus 2 years of directly related experience, 
which includes: 

o 2 years of contract tendering and administration, and project management 
experience. 

 A Class 5 Driver's License is required to operate vehicles used in carrying out 
responsibilities. 

 
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) 

☐ 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  


