Government of

[ Q) Northwest Territories
IDENTIFICATION
Department Position Title
Infrastructure Comptroller, Yellowknife Airport
Position Number Community Division/Region
33-7773 Yellowknife Yellowknife Airport, NSR
PURPOSE OF THE POSITION

The Comptroller, Yellowknife Airport position provides leadership and management in
the provision of financial services and strategic planning and analysis of business
ventures for the Yellowknife Airport.

The Comptroller is responsible for managing the general administration of Yellowknife
Airport financial services for annual 0&M budget of up to $11 million dollars and
revenues of $16 million, tracked through a Revolving Fund financial framework with a
maximum value of $36 million and for the provision of timely financial analysis to
support business decisions. This position is also responsible for the collection of
revenue activities for the Yellowknife Airport.

This position also provides expert advice, delivers high quality corporate service and
ensures adherence/compliance with the Revolving Fund Act, Financial Administration
Act, Public Airports Act, Government of Northwest Territories Acts, regulations,
policies/directives and Departmental procedures.

SCOPE

Located in Yellowknife, this position reports to the Regional Airport Manager.
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
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infrastructure and systems; project management; facilities planning; design and
technical support services; environmental assessment and remediation; property
management; 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, the Department of Infrastructure also carries the responsibility
for strategic planning for the Government of the Northwest Territories (GNWT) 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.

The Comptroller is responsible for managing the general administration and financial
services for annual revenue collected through the Yellowknife Airport.

The Comptroller delivers strategic budget management and accounting services and
keeps the Regional Airport Manager, Yellowknife Airport informed of all related
administration and financial activities, as applicable.

This position works closely with the Region's programs/project staff and Financial and
Employee Shared Services (FESS) in ensuring that the required financial documents
are provided to the FESS in a timely and quality manner.

The Comptroller provides advice and is responsible for ensuring financial compliance
with regulations flowing from the Financial Administration Act, Departmental
procedures and directives related to legislation and collective agreements, the policies,
standards and guidelines affecting contract administration and other financial aspects
relating to departmental specific regulations.

Direct reports include a Finance Officer and a Revenue and Collections Analyst.

RESPONSIBILITIES

1. Develops Yellowknife Airport budget scenarios for consideration by the
Airport Manager and Regional Superintendent; including identification of
where reductions could occur to meet strategies and budget allocations at a
variety of levels by:

e Evaluating the implications of factors such as inflation, the external
environment, collective agreements and government policy on programs,
advising senior management accordingly and preparing cost justification
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scenarios and submissions for the Annual Business Plan and/or supplementary
appropriations.

e Managing and leading financial and program review capacity of the Yellowknife
Airport to enable the research, review, analysis and development of solutions to
address issues impacting efficient and effective delivery.

e Developing the Yellowknife Airport’s Main Estimates through coordination with
Corporate Services.

e Ensuring expenditures are properly cash flowed to allow for effective cash
management.

e Developing and maintaining positive relationships with Customers.

2. Supports the Airport Manager with a range of business analysis activities:

e Determining and amalgamating the required financial data and providing
detailed business plans that assess the ultimate profitability of ventures
identified by a committee that is working to categorize opportunities for clients
and the government with respect to the Yellowknife Airport.

e Providing cost benefit analyses and other financial inputs required for the
development of business cases for new Yellowknife Airport revenue sources and
potential business ventures with industry and other interests. Both business
risk and potential profitability needs to be determined as part of the analysis.

e Supporting the development of performance measurement techniques and
subsequent monitoring and reporting.

e Assessing 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.

e Compiling Financial data to aid in reporting to outside committees such as the
Airline Consultative Committee and the Economic Advisory Committee.

3. Provides financial management and ensures compliance with Financial

Regulations and Acts by:

e Coordinating, analyzing and preparing monthly reconciliation and financial
forecasts, monitoring expenditures, and analyzing spending patterns, reporting
trends and exceptions to the Regional Superintendent.

e Participating and assisting in a range of contractual arrangements and
negotiation processes.

e Providing a repository of financial reports, briefing documents and budget
exercise outputs to enable historical analysis and reference for future financial
planning.

¢ Analyzing and presenting financial data or reports for specific business decision
making purposes.
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Providing Yellowknife Airport staff with appropriate financial reports and
ensure they are trained in their use.

Developing and delivering training modules on an ongoing basis for all financial
procedures and systems.

Exercising spending initiation authority up to $50,000 and contract initiation up
to $100,000.

Working with the Regional Finance Comptroller, and the Corporate Services
Division in Headquarters to support the Department's compliance activities.
Directing the completion of various forecasting and budget processes by
completing variance analysis for the Yellowknife Airport

Providing financial statements and information required by Corporate Services
in preparing the public accounts.

Supporting the smooth flow of documentation to/from the FESS (Financial and
Employee Shared Services).

4. Manages the Yellowknife Airport accounts by:

Ensuring Division revenues related to regulatory responsibility under the
Financial.

Administration Act (FAA) are accounted for, collected on time and in accordance
with Government legislation policy, directives and procedures.

Developing and maintaining internal processes and systems for day-to-day
management of the Yellowknife Airport’s payable and revenue processes.
Ensuring controllable assets are fully accounted for in the governments financial
system.

Overseeing and monitoring the input of Purchase Orders (PO's) and change
orders into the government's financial accounting system, SAM (System for
Accountability and Management).

Reviewing payment document coding for accuracy and completeness with
regional managers and staff before these documents are forwarded back to the
FESS for data entry in SAM.

Preparing journal entry requests to correct items that may have been miscoded
in SAM.

Supporting with bank deposits and receipt entries as required.

Providing SAM reporting as required.

Supporting liaison and communications with FESS as required.

Providing training and assistance to Airport staff in procedures as required

5. Fulfills governmental reporting requirements.

Providing procedures to staff for month-end and year-end preparations.
Co-coordinating the preparation of all account reconciliations and detailed
working papers.
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e Working with staff of the Auditors and Government Accounting when significant
financial policy changes are planned.

e Ensuring that financial procedures manuals are properly maintained and
followed.

6. Supervise the responsibilities of direct reporting staff.
e Providing training and interpretation to staff to ensure consistent and timely
application of financial policies and procedures;
e Managing collection activities to minimize overdue accounts receivable and
financial risk;
e Completing Staff Performance Appraisals
e Providing an environment for personal and professional development

WORKING CONDITIONS

Physical Demands

Long periods of computer work are required to meet deadlines

Environmental Conditions

The airport environment frequently subjects incumbent to exhaust fumes and loud
noise.

Sensory Demands

Sensory demands are higher during preparation and review of financial
reports/documents; must be alert and active to details

Mental Demands

Concentrated attention to detail and difficult clients on a regular basis can be stressful.
Incumbent may be subject to verbal abuse. Subject to higher levels of stress related to
demands for thoroughness and accuracy in work, often under tight deadlines.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge
e Thorough knowledge of Generally Accepted Accounting Principles (GAAP),
including Public Service Accounting Principles.
e Financial, statistical, analytical and conceptual thinking.
e Organizational, planning and problem-solving skills.
e Proficient communication skills, both verbal and written.
e Team building, relationship management and client services skills.
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Skills and Abilities

Build collaborative relationships through sensitivity to cultural diversity.
Support internal communication, accountability and feedback within the team.
Initiate and provide regular feedback to staff.

Employ a systematic approach to problem solving, from identifying the problem
to developing and reporting recommendations.

Evaluate and manage employee efficiency and productivity.

Provide human resources support including employee coaching and mentoring.
Encourage staff contribution of ideas to improve systems and work
environments.

Conduct business process reviews of existing systems, processes, and controls
within the organization to effect significant cost containment or savings.

Identify financial implications of operational strategies.

Prepare budget, financial documents and related reports with focus on attention
to detail and meeting deadlines.

Review data collection, variance reporting, measurement and analysis tools and
techniques.

Apply auditing skills to identify financial control problems.

Exercise consistently high level of professional judgment.

Understand what information is sensitive and promote its adequate
safeguarding.

Obtain multiple opinions when evaluating contentious issues and reconcile
these various opinions.

Typically, the above qualifications would be attained by:

Completion of the 4th level (advanced standing) of a professional accounting
designation (CA, CGA, CMA) or the completion of a university master’s degree in
Business Administration (MBA) or Economics with five (5) years of related experience
specific to the job requirements.

ADDITIONAL REQUIREMENTS

Position Security (check one)

[ No criminal records check required

Position of Trust - criminal records check required

[1 Highly sensitive position - requires verification of identity and a criminal records
check
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French language (check one if applicable)

L1 French required (must identify required level below)
Level required for this Designated Position is:
ORAL EXPRESSION AND COMPREHENSION
Basic (B) 0 Intermediate (I)  Advanced (A) O
READING COMPREHENSION:

Basic (B) 1 Intermediate (I) [ Advanced (A) [
WRITING SKILLS:

Basic (B) 1 Intermediate (I) [ Advanced (A) I
[1 French preferred

Indigenous language: Select language

L] Required
O Preferred
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