Government of

Northwest Territories
IDENTIFICATION
Department Position Title
Infrastructure Manager, Safety and Marine Records
Position Number Community Division/Region
33-15670 Hay River Marineg‘erf\:ilzg;)rtation

PURPOSE OF THE POSITION

The Manager, Safety and Marine Records is responsible for all aspects of safety, security and
information/records management within the Marine Transportation Services Division.

This position works within a Legislative and Policy framework and carries out its
responsibilities in accordance with Federal and Territorial acts, regulations, policies, and
departmental procedures.

SCOPE

The Department of Infrastructure (INF) 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 GNWT (Government of the Northwest Territories), 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.

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
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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.

The Division is also responsible for the operation of the GNWT Shipyard in Hay River,
consisting of administrative and cargo offices, trades shops, marine maintenance and repair
facilities, storage facilities, laydown and loading areas, wharves, crew accommodations, and
for the operation of marine terminals located at Norman Wells, Inuvik and Tuktoyaktuk.

The Manager, Safety and Marine Records (Manager) is based in Hay River and reports to the
Director, Marine Transportation Services (MTS).

The Manager is responsible for promoting and fostering a culture of safety and environmental
protection while overseeing practices within this area in all aspects of MTS’s operations. The
position is responsible for all aspects of security and records management including issuing,
receiving, distributing, tracking and storage of all divisional records such as contract
documentation, contract correspondence, maps, and training records. Additionally, the
position is responsible for safety records and dealing with oil and gas companies during their
vetting regime process which is heavily slanted towards safety. The incumbent is also
responsible for creating and updating manuals for shore and vessel based operations and
supporting documentation efforts of other units in the division.

Marine services in Canada operate within a highly regulated and unionized environment. The
Manager must be cognizant of reporting and documentation requirements within that
environment and operate accordingly. Maintaining a relationship with Transport Canada and
other regulatory authorities and understanding the requirements is critical.

The Manager works closely with other Marine Transportation Services managers to maximize
operational and financial efficiencies and to address customer need, and has a significant
amount of autonomy in making decisions about the business direction on a day to day basis.
The incumbent must react and respond to the needs and information requirements of other
managers in the division to support decisions that impact the viability of the division.

The incumbent will be expected to travel when required to attend meetings, training, or other
events related to the position.

RESPONSIBILITIES

1. Liaises closely with the Coordinator, Quality, Health, Safety, Environment (QHSE)
and acts as the Division’s QHSE ombudsperson and advisor to management to
ensure protection of the individual in the workplace and protection of the
environment while ensuring regulatory compliance. The position develops and
recommends policy to the Director, MTS and oversees the development and
implementation of Standard Operating Procedures (SOPs) pertaining to safety and
protection of the environment, and Fuel Spill Prevention and Contingency Plans.

July 18, 2019 GNWT Job Description Page 2 of 9



2. Manage all aspects of the MTS Security Program to ensure compliance with all
regulations and other practices designed to maintain security.

@
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Develop and implement all aspects of the MTS Security Plan.

Maintain a security presence at the Hay River Terminal area and other terminals for
specified times during the day.

Provide direction that security duties and security patrols are performed.

Prepare work plans, and operations and maintenance budgets.

Monitor contract payments.

Determine requirements and prepare program approval documents for capital
projects associated with the department.

Negotiate Memoranda of Agreement (MOA) with appropriate authorities.

Develop and administer security services contracts.

Implement security data recording systems and develop corrective actions.

Complete site security surveys, and where warranted make recommendations to the
contractor to implement corrective action.

Develop and implement a Security Management System in compliance with
Transport Canada Security regulation.

Ensures professional training opportunities are available for the training and
certification of Contractor personnel to properly perform security duties and
responsibilities as defined in the Security Management System.

Ensure that all regulatory security requirements are met including full compliance
with all relevant regulations and policies.

3. Manage all aspects of the MTS Safety Program to ensure the protection of workers
and other users.

[ ]

Provide leadership and direction in the delivery of the Safety Management System in
all areas of operation.

Manage the Occupational Health and Safety and Loss Control Program.

Develop and implement programs for the storage and handling of dangerous goods at
the Hay River Terminal and other terminals.

Manage a safety awareness program at the Hay River Terminal and other terminals.
Chair safety meetings and develop safety bulletins.

Review and maintain the Terminal Emergency Response Plans and ensure that
annual table top exercises and scheduled full scale live exercises of the plan are
completed and documented.

Responsible for preparing all terminals and facilities for Transport Canada
inspections and audits of marine and cargo operations.

Responsible for interacting with Transport Canada on all safety issues where
necessary.

Coordinates with the Manager, Marine Operations and the Manager, Marine
Operations on all applicable safety issues.

4. Provide staff at other terminals and agencies advice and support in identification,
definition, and resolution of safety and security issues to ensure compliance with
regulations and consistency and standardization of safety and security issues.
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e Review safety and security services at other terminals.

e Advise on safety and security contracts and regulation compliance.

o Provide assistance, guidance and direction for the completion of annual Table Top
Security Exercises and Emergency Response Plan updates at all facilities.

5. Develop and manage MTS's Health, Safety and Environmental (HSE) program to
ensure protection of the individual in the workplace, the general public and
protection of the environment.

e Provide oversight for the activities carried out by the Coordinator, Quality, Health,
Safety and Environment in the Division’s QHSE and JOSH Committee meetings such
as organizing and documenting meetings, and following up on meeting action items.

e Maintain, supplement and develop ongoing knowledge of HSE related regulations
and standards.

e Review pending HSE regulatory changes and contribute to consultation processes
between industry stakeholders and the relevant regulatory bodies.

e Monitor response equipment inventories for each community to ensure that
adequate inventories are maintained.

e Assume the position and function of On Scene Commander (0SC) in the event of an
incident requiring MTS to lead the response.

e Liaise with all levels of Authority Having Jurisdiction (AH]) in the event of an incident
until such time as resolve has been accomplished.

o Travel to communities to undertake HSE audits of facilities, operating practices and

| the HSE related performance of Contractors.

e Ensure professional training opportunities are available for the benefit of contracted
vessel crews, shipyard crews, cargo terminal crews and subcontractors;

¢ Assess HSE related benefits of new technical developments, standards and products.

e Undertake routine reviews / analysis of technical bulletins such as safety bulletins,
trade magazines, and published research documents and appropriately disseminate

i HSE related literature to MTS’s and Departmental technical support services.

i o Recommend changes in equipment, practices and procedures to provide for

: continuous improvement within the HSE program.

o Oversee HSE related training for MTS staff and Contractors.

: e Ensure compliance with HSE related regulations by providing guidance to MTS staff
and Contractors and by promoting a culture that supports MTS's Health, Safety and
Environmental program initiatives.

e Liaise with applicable GNWT departments on matters pertaining to Environmental
Site Assessments (ESA's) of properties currently or formerly operated to support
MTS's operations.

6. Affirm that the condition and operations of existing storage facilities and
equipment are adequate to ensure protection of the environment, as well as the
safety of personnel and the general public.

e Review operational standards, equipment resources, practices and procedures and
make relevant determinations.
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Recommend changes, develop policies and implement Standing Operating
Procedures (SOPs) as required to ensure the safety of people, facilities, and
equipment resources as well as protection of the environment.

7. Responsible for the following Record Management activities:

@

Ensure all documentation is maintained in a controlled electronic format and only the
current version of documentation is made available to relevant personnel.

Ensure all master manuals are stored in accordance with prescribed Records
Management Policy.

Identify obsolete documentation as part of review processes and removes such
documents from active records to prevent unintended use. Ensure archived documents
are retained and are accessible for system evaluation and legal purposes.

Ensure electronic documents are password protected to prevent unauthorized changes
being made unless permission is granted.

Hard copies of controlled living documents are disseminated when recipients are in
close proximity. Revised pages are returned and destroyed. Electronic copies are
disseminated in PDF format to ensure no changes can occur to the document and the
document is identified as ‘non-controlled’ and revised pages are returned via mail.
Ensure all procedural documentation is created or modified using a standard format.
Controlled documents created/revised for the Safety Management System and for
other regulatory manuals are required to follow specific document properties.

Assist shore and marine personnel with producing blueprint/drawing copies upon
request.

Ensure necessary approvals are in place prior to editing controlled documents.
Documents are reviewed annually and changes to documents may be initiated by;

e Legislation

e Identified system failures reported or identified during incident investigation

e Suggestion from employees

e Changes to regulatory bodies

e Industry or organizational best practice initiatives

Assist staff with producing blueprint/drawing copies upon request.

Provide intermediate level administrative skills to ensure accuracy, consistency
and compliance to GNWT's Records Management, visual identity program (VIP)
and quality of information practices and protocols.

Ensure the maintenance and filing of documents related to MTS program delivery in
accordance with GNWT's Records Management practices and protocols.

Ensure contract documents are signed and duly executed, distributed as required
and filed in accordance with GNWT's Records Management practices and protocols.
Review, solicit input from Divisional staff and update and distribute revisions to the
MTS Contractor's Manual.

Review, solicit input from MTS staff and update and distribute revisions to the MTS
Safety Manual.

Review, solicit input from MTS staff and update and distribute revisions to MTS's site
specific Environmental Emergency Spill Response Plans.
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9. Develop and maintain appropriate storage and retrieval systems within the
division.

e Ensure records are properly identified and categorized.

e Maintain and manage the storage of all deliverable documents and drawings.

e Maintain master document registers for existing vessel documentation.

e Responsible for the management and expediting of documentation for review and
approval.

e Manage the space requirements (physical and electronic) to maximize efficient use of
resources while maintaining records as required.

e Monitor engineering and related ship related preventative maintenance records to
document and ensure work is being performed in accordance with prescribed
procedures and records keeping relative to SMS and Ship Inspection Report
Programme (SIRE) programs.

10. Ensure the integrity of marine transportation services records.

e Examine documents such as drawings, change orders, and specifications to verify
completeness, and accuracy of data.

e Manage access to controlled documents.

e Conductregular project document process audits.

e Maintain an awareness of industry and professional best practice in relation to
information management issues.

o Ensure sub-contractors understand overall information and documentation
deliverable requirements.

11. Manage unit personnel to support the business objectives of the Division.
e Develop, train, direct, motivate and evaluate subordinate staff to achieve the
Division’s objectives.
e Monitor personnel in the performance of their duties through the performance
appraisal process.

12. Ensure effective management of this section’s Finances.
e Provide input for fixed and variable budgets.
e Monitor actual versus planned expenditures to ensure budgetary controls and
management are maintained.

13. Manage the use of telecommunications equipment and devices.

e Coordinate the procurement, distribution, return and use of laptops, cell phones and
all vessel communication equipment.

e Monitor the use of deployed equipment including cell plans, data plans, iridium plans,
broadband and other plans as required.

e Coordinate the development of approved use policies - e.g. appropriate use of
deployed equipment.

¢ Maintain an active inventory of all MTS mobile equipment - e.g. laptops, cell phones,
internet hubs and satellite phones for both shore and vessel personnel.

July 18,2019 GNWT Job Description Page 6 of 9



14. Participate in and support divisional objectives.

e Participate on assigned projects as required.

e Promote good customer relations by supporting operational efforts to provide
quality service and develop future business opportunities.

e Ensure that all quality, health & safety and environmental precautions and
procedures are adhered to.

e Participate as a member of Emergency Response after hours support team.

e Participate as a member of the operations team and provides support as required.

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

Knowledge of information/records management principles and practices.
Knowledge of management and administrative practices and computer operations.
Knowledge of quality, health and safety and environmental policies and practices.
Ability to read and interpret contract language from suppliers and customers.
Ability to work within and lead a team.

Ability to adjust to changing priorities and resolve recurring issues.

Ability to travel to remote locations to monitor and direct work in progress.
Effective written and verbal communication skills.

Strong analytical skills with demonstrated attention to detail.

e Strong organizational and time management skills.

e Strong computer skills with information management software, MS office suite.
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Typically, the above qualifications would be attained by:

A Diploma in Records Management, Library Science or other related field, and five (5) years of
directly related (industrial and/or marine environment) experience including documentation
control and three (3) years of supervisory experience.
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An equivalent combination of education and experience will be considered.

ADDITIONAL REQUIREMENTS

Position Security (check one)

(1 No criminal records check required
L1 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)

[J French required (must identify required level below)
Level required for this Designated Position is:

ORAL EXPRESSION AND COMPREHENSION

Basic (B) O  Intermediate (I) 0 Advanced (A) O
READING COMPREHENSION:

Basic (B) O  Intermediate (I) O Advanced (A) [J
WRITING SKILLS:

Basic (B) 0  Intermediate (I) O Advanced (A) O

LI French preferred
Indigenous language: Select language

L] Required
1 Preferred
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