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IDENTIFICATION 

 
Department 

 

 
Position Title 

Infrastructure Manager, Petroleum Products Operations 

 
Position Number 

 

 
Community 

 
Division/Region 

33-15547 Hay River 
Marine Transportation 

Services 

 
 
PURPOSE OF THE POSITION 

The Manager, Petroleum Products Operations, is responsible for planning, coordinating, 
monitoring, and supervising the handling of the petroleum products transfer operations 
undertaken by Marine Transportation Services (MTS) to address the customer demand for 
petroleum products.  The position is responsible for overseeing that operations are efficient 
and cost effective and undertaken in a manner that maintains high standards of quality, safety, 
and environmental protection and that equipment and personnel are trained/certified and 
competent to perform duties and are fit for purpose.   
 
This position works within a legislative and policy framework and carries out its 
responsibilities in accordance with Federal and Territorial legislation, regulations, policies, and 
departmental procedures. 
 
SCOPE  

MTS is responsible for providing essential marine transportation services that deliver deck 
cargo and petroleum products including consumer goods, diesel, gasoline and aviation fuel and 
construction materials to communities on Great Slave Lake, the Mackenzie River and the 
Western Arctic coastal region in the NWT.   MTS’s many assets include barges, tugboats, a main 
terminal and shipyard in Hay River, and several other vessels, buildings, equipment and freight 
handling terminals in Inuvik and Tuktoyaktuk.  MTS relies primarily on a contracted labour 
force to carry out its operations. 
 
MTS operates in a unique physical environment with severe climate and operational challenges 
that affect program delivery. The program operates through a revolving fund with the 
responsibility of recovering all operating and management expenses with its operations while 
maintaining cost effective and efficient services for its customers. 
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Located in Hay River and reporting to the Director, Marine Transportation Services, the 
Manager, Petroleum Products Operations plans, coordinates, and monitors the supply and 
delivery of petroleum products for customers requiring petroleum product delivery by marine 
and provides training for and supports MTS’s contracted pumpman in this undertaking.  They 
must work with regulators, Indigenous and community governments, staff and contractors to 
identify innovative and creative solutions that fit the physical, climatic, technical and financial 
realities of MTS. Additionally, close coordination with departmental staff is critical to 
developing a well-resourced work plan and schedule that optimizes the activities of operations 
staff and contractors, ensures proper documentation for deck cargo shipments, and maximizes 
operational efficiency and profitability to support the essential annual resupply of petroleum 
products to MTS customers. 
 
The transportation and handling of petroleum products is done within a highly regulated 
environment, and the Manager, Petroleum Products Operations must be cognizant of 
requirements, opportunities and limitations within that environment and operate accordingly.  
The incumbent’s work supports operational, capital, and strategic planning, as well as 
performance and customer service objectives that drive efficiency, cost-effectiveness, and 
continuous improvement. Failure to deliver adequate fuel or handle it properly creates 
significant liability for the GNWT, risks environmental harm, and could leave communities 
without essential services such as power, heat, schools, and health centers. Petroleum 
shipments also generate critical revenue for MTS operations. 
 
RESPONSIBILITIES 

1. Oversee the supply chain management and coordination for the receiving and 
delivery of all petroleum products. 
• Maintains regular interface and communications with fuel suppliers and Fuel Services 

Division for the supply of fuel to ensure that the supplier’s marine terminal fuel cargo 
loading operations are maintained in accordance with the petroleum products traffic 
plan and the sailing schedule. 

• Provides information to Manager, Cargo and Customer Relations regarding volumes and 
types of petroleum products on each barge. 

• Takes responsibility for the chain of custody monitoring, reporting, and documentation, 
during any loading or lightering, transfer or offloading of petroleum products, 
identifying any concerns immediately to the customer.    

• Maintains regular interface and communications with customers regarding quality, 
quantity, and delivery of petroleum products to their required destination including 
reporting of every instance of loading, transfer and offloading at the end of the delivery 
cycle. 

• Provides necessary testing and reporting to customers and coordinates delivery 
schedules with Fuel Services Division staff for offloading of petroleum products for 
community resupply. 
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• Maximizes petroleum product handling efficiencies and fuel quality control.  
• Minimizes loss or contamination of petroleum product cargoes.  
• Coordinates all aspects of the movement of petroleum products being exported, 

including customs clearance, port services, operating permits, etc. 
• Plans and oversee all Quality Management, including the determination if barges require 

cleaning prior to loading different products, and the minimization, management and 
proper disposal of slops resulting from cleaning. 

 
2. Manage contracted petroleum product handling staff. 

• Develops, trains, directs, and motivates contracted staff. 
• Manages scheduling of staff. 
• Develops plan for staffing needs, positions, responsibilities and duration to support 

annual operations in coordination with Director and submits plan to the contractor. 
• Works with contractor to select staff in accordance with approved plan. 
• Identifies training needs and coordinates training of contracted staff to meet proper 

operating procedures, certification, and safe working practices. 
• Develop support materials to supplement training as required. 
• Effectively communicates expectations and performance objectives to contracted staff, 

and monitors and evaluates performance at regular intervals, working with the 
contractor for any corrective actions and recognition of key personnel for career 
development and advancement. 

• Directs and supervises all aspects of loading and unloading of petroleum products to and 
from suppliers to storage and/or barges. 

• Supervises work of contracted staff, monitoring that their method of operation and 
quality of work is understood and undertaken in accordance with MTS procedures, 
safety and environmental precautions and regulatory obligation. 

• Ensures that team members are authorized, qualified and competent to perform duties 
and take corrective action/additional training for unsatisfactory practices and 
performance management issues. 

• Verifies time reporting and billing for staff. 
• Provides staff with access to necessary resources, supplies, equipment and information. 
• Inform staff about governmental, departmental and divisional initiatives and priorities. 
• Identifies improvements to contractor’s collective agreements and ensures these 

agreements are applied in a fair and uniform manner.  
• Investigates and reports on accidents, incidents and spills; complete necessary reports 

to WCB, Labour Canada and Spill Line, liaising with authority having jurisdiction and 
overseeing necessary corrective actions are taken to mitigate risk; and, prevents 
recurrence and promotes continuous improvement. 

• Perform supervisory duties of staff when required. 
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3. Develops, promotes, and oversees safe handling practices for handling petroleum 
products and for the operation and maintenance of MTS equipment and assets used 
in the petroleum product transfer operations. 
• Oversee or develops policies, procedures, and practices to guide and assist MTS staff and 

contractors in mitigating risk, optimizing operations, and maintaining assets to 
maximize their life cycle. 

• Supports the Safety Management System, maintaining a safety-first work culture, by 
overseeing or conducting safety/toolbox meetings, applying site safety standards, 
procedures, and policies, and addressing concerns. 

• Promotes a clear understanding of MTS procedures and policies, and spill contingency 
and response plans to contracted staff, instilling a culture of pro-active monitoring of 
potential hazards to maintain a safe work environment and minimize risk and 
consequential harm to employees and environment. 

• Continually promotes the accident prevention program and monitors adherence. 
• Verifies inventory of safety and spill handling equipment and materials is available, 

properly stored, and in sufficient quantity and contracted staff are properly trained in 
their use.  

• Coordinates maintenance and testing for all fuel handling equipment and assets and 
verify they are in satisfactory working condition, pressure tested and in sufficient 
quantity and in the necessary location. 

• Develop guidelines and procedures for Asset Replacement Standards and Criteria. 
• Research current industry best practice and develops and maintains an asset 

management strategy in coordination with MTS operations staff and INF’s professional 
and technical resources. 

• Overseas and maintains good housekeeping practices; audits and monitors operations 
for adherence to the required policies, standards, and procedures and continuous 
improvement; and takes corrective action on hazardous conditions and/or practices. 

• Collaborate with operations staff to periodically review maintenance standards for MTS 
assets and recommend changes where necessary. 

• Reviews and recommendations for improvements. 
• Represents the Department/GNWT on inter-departmental and inter-governmental 

technical committees to incorporate standards into GNWT policies and procedures. 
 

4. Provides advice, support, management, and training related to operations and 
maintenance activities, protects staff and contractors, maximizes lifecycle of assets, 
and reduces GNWT liability. 
• Maintains currency in the field. 
• Works collegially with senior technical and professional staff, fuel services division and 

operational staff to provide technical advice for troubleshooting, diagnosing, and 
resolving operations and maintenance problems. 

• Assist operations staff in performing routine inspection of MTS assets and equipment, 
identifying deficiencies, and recommending corrective actions. 
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• Receives repair and maintenance requests from operations staff/customers and 
incorporate into work plans.  

• Reviews work plan with operations and finance staff and establish priorities and 
budgets for the upcoming year. 

• Produces an annual work plan consisting of code mandated, maintenance or 
preventative maintenance work and/or special projects, and present plan to 
management for final approval. 

• Determines work scope, cost estimates and labour requirements for work orders, create 
and issue work orders.  

• Prioritizes and schedules maintenance tasks to be completed by pumpmen. 
• Identifies tasks to be completed by Shipyard Operations and works with Manager, 

Shipyard Operations to prioritize and establish schedule for completion. 
• Monitors work plans for implementation, progress, project budgets, correction of 

deficiencies, and completion, and communicates any changes and identifies issues to 
operations staff. 

• Generates backlog reports to help schedule, monitor, and complete work in a timely 
manner, and assists operations staff in developing action plans to address backlog. 

• Orders material and parts through Procurement Shared Services. 
• Reviews invoices from contractors and suppliers and recommend payment. 
• Coordinates or carries out special projects (i.e., emergency planning, recalls or 

deficiencies, regulatory inspections, specialized systems etc.). 
• Oversees closure of all completed maintenance activities/work orders in a timely 

manner and confirms all relevant information has been captured and kept on the work 
order. 

• Supports the preparation of the MTS business plan, 20-year capital needs, project 
substantiation sheets, briefing materials and decision documents.   

• Assists in identifying infrastructure gaps, risks associated with those gaps, and strategies 
to address those gaps or mitigate the impact. 

 
5. Develops and manages budgets, forecasts, and cost-control initiatives for the effective 

management of fuel operations. 
• Prepares, manages and controls the petroleum product operations budget and 

forecasts. 
• Provides input for fixed and variable divisional budgets and assists in expenditure 

management. 
• Monitors actual versus planned expenditures, preparing variance reports and taking 

cost-control and corrective action as required. 
• Maintains accurate records and reports for billing, auditing and performance tracking 

and submits to Comptroller for invoicing. 
• Verifies customer chargeback work reporting and invoicing is accurate and meets 

requirements. 
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• Supports federal funding opportunities and the application and reporting processes for 
capital projects. 

 
6. Participates in and supports divisional objectives. 

• Participate in assigned projects as required. 
• Participate as a member of Emergency Response after hours support team. 
• Assists with developing internal communications including briefing notes, Minister's 

response letters, and Minister's statements. 
 
WORKING CONDITIONS 

Physical Demands 

Approximately 65% of the time is spent working in an office environment.  The remaining 35% 
involves site work and inspections. During site visits to bulk fuel storage sites, the incumbent 
may be required to walk resupply lines, navigate around the fuel tanks, climb fuel tanks up to 
15 meters in height, and supervise all transfer operations as needed. During offloading 
procedures, the incumbent may be on the water offloading from tankers or to bulk fuel facilities 
in communities and remote sites and be required to supervise transfer operations.  
 
Environmental Conditions 

While on site, the incumbent may be exposed to a variety of petroleum products and will be 
required to work in variable weather conditions, often on the water/in vessel (river, ocean, or 
lake).  
 
Sensory Demands 

No unusual conditions. 
 
Mental Demands 

Incumbent will be required to be away from home approximately 30% of the time, working at 
remote sites or on vessels, particularly during the summer months. Work requires significant 
concentration to avoid safety and environmental incidents; however, should risks arise, 
immediate attention is required to avoid more catastrophic incidents. 
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KNOWLEDGE, SKILLS AND ABILITIES 

• Knowledge of marine industry standards and stakeholders, including the Canada Shipping 
Act, Transport Canada Regulations, Lloyd’s Register of Shipping Standards, Department of 
National Defence, Canadian Coast Guard, American Bureau of Shipping, etc.  

• Knowledge of shore and marine operations, petroleum products handling systems, 
equipment, and controls, loading and off-loading of petroleum products, and logistics 
related to transportation, storage and distribution of petroleum products.  

• Knowledge of petroleum product quantity and quality control methods, specifications for 
handling in northern environments and Canadian General Standards Board fuel quality 
standards. 

• Knowledge of petroleum products handling equipment refurbishment, repair, refit and 
rebuild. 

• Project management skills. 
• Ability to manage project costs, timelines, and deliverables. 
• Knowledge of industrial and marine safety standards.  
• Knowledge of Environmental standards ISO 14001 Environmental Management System, 

Quality Assurance/Quality Control/Quality Management Systems, ISO 9001, spill response, 
fire response, transportation of dangerous goods, occupational health and safety, and safety 
management systems.  

• Knowledge of petroleum product quantity and quality control methods, specifications for 
handling in northern environments and Canadian General Standards Board fuel quality 
standards. 

• Leadership and negotiation skills.  
• Organizational skills. 
• Time management skills with ability to handle multiple deadlines and tasks within a high-

pressure work environment. 
• Critical thinking and decision-making skills.  
• Interpersonal and communication skills (written and oral). 
• Ability to work with a variety of levels within the organization and various levels of 

government, industry, customers, and contractors and manage and resolve conflicts and 
disagreements. 

• Customer relations and contractor management skills. 
• Operational risk management and contingency planning skills.  
• Ability to develop, schedule, forecast, manage, budget and track expenditures.  
• Ability to demonstrate leadership, initiative, and professional judgment.  
• 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.  
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Typically, the above qualifications would be attained by: 

A diploma in petroleum technology and quality control with 10 years’ experience in fuel 
operations, inventory control, logistics and maintenance, including five years supervisory 
experience.   
 
Equivalent combinations of education and experience will be considered. 
 
ADDITIONAL REQUIREMENTS 

Certification in Marine First Aid/CPR, WHMIS, Transportation of Dangerous Goods (TDG), Oil 
Spill Prevention and Response. 
 
Supervisor of Oil Transfer Operations (SOTO) Certification within six months of hire. 
 
A class 5 driver’s license. 
 
A marine medical certificate. 
 

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  




