
February 16. 2021                         GNWT Job Description                                              Page 1 of 6 

  
 
 
IDENTIFICATION 

 
Department 

 

 
Position Title 

Northwest Territories Health 
and Social Services Authority  Program Officer, Child, Family and Community Wellness 

 
Position Number 

 

 
Community 

 
Division/Region 

48-15078 Fort Smith Child, Family and 
Community Wellness 

 
 
PURPOSE OF THE POSITION 

The Program Officer, Child, Family and Community Wellness, is responsible to provide 
research, analysis and synthesis of Child and Family Services program data for the purposes of 
tracking overall quality assurance and review and reporting on client demographics; 
monitoring and reporting on program budgets and financial data; ensuring quality client care, 
and improving program policy and procedures with evidence based best practice.  This work 
will be carried out in accordance with Northwest Territories Health and Social Services 
Authority (NTHSSA) goals and strategies as well as Government of the Northwest Territories 
(GNWT) legislation and NTHSSA policy. 
 
SCOPE  

The NTHSSA is the single provider of all health and social services (HSS) in the Northwest 
Territories (NWT), with the exception of Hay River and Tłı̨chǫ regions, covering 1.2 million 
square kilometers and serving approximately 43,000 people, including First Nations, Inuit, 
Metis, and non-aboriginals.  HSS includes the full range of primary, secondary and tertiary 
health services and social services including family services, protection services, care 
placements, mental health, addictions, and developmental activities, delivered by more than 
1,400 HSS staff. 
 
While the Tłı̨chǫ Community Services Agency (TCSA) will operate under a separate board and 
Hay River Health and Social Services Agency (HRHSSA) will in the interim, the NTHSSA will 
set clinical standards, procedures, guidelines and monitoring for the entire Northwest 
Territories.  Service Agreements will be established with these boards to identify performance 
requirements and adhere to clinical standards, procedures, guidelines and policies as 
established by the NTHSSA. 
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Under the direction of the Minister of Health and Social Services, the NTHSSA is established to 
move toward one integrated delivery system as part of the government’s transformation 
strategy. 
 
Located in Fort Smith, the Program Officer, Child, Family and Community Wellness (Program 
Officer) reports to, and supports the Director of Child, Family and Community Wellness 
(CFCW)with research assistance, database entry and maintenance, and assistance with the 
preparation of standards and procedures. This position will also assist with the 
administration of service contracts, contractor invoicing, case file administration for program 
clients, and information coordination on a daily basis.  
 
As well, the Program Officer will provide support and coordination to the NTHSSA centralized 
email box for all request and statutory documents related to Child and Family Services (CFS). 
The incumbent develops and maintains databases for monitoring, reporting, planning and 
evaluation for utilization, quality and safety of child and family services. 
 
This position experiences recurring and frequent interruptions of tasks, and the incumbent is 
required to manage several tasks at one time on a regular basis. A high level of concentration 
and attention to detail is required a majority of the time. Responsibilities often entail 
deadlines with short notices or numerous changes. 
 
The incumbent is privy to considerable amounts of information, some of which is extremely 
confidential; there is a need to be constantly aware of confidentiality concerns and the need to 
be discreet. Extenuating circumstances occasionally require the incumbent to work outside of 
normal working hours. 
 
RESPONSIBILITIES 

1. Conducts research and analysis on a variety of subjects to support projects and initiatives 
within Child, Family and Community Wellness. 
• Researches and gathers relevant, credible information on the assigned topic or issue 

using a variety of research methods and tools (i.e.: inter-jurisdictional scans, web-
based research engines and tools, document review etc.). 

• Analyzes and synthesizes client and financial data and information into reports to 
inform program planning conclusions.  These reports may include literature reviews, 
bibliographies, decision papers or options papers. 

• Supports the NTHSSA Child, Family and Community Wellness (CFCW) Division, 
through investigating and/or addressing issues, developing correspondence, writing 
briefing notes, developing submissions or position papers. 

• Participates in divisional/interdepartmental working groups and committees as 
required. 

• Monitors program activities and creates a 'bring forward' system to ensure 
appropriate actions happen according to deadlines. 
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2. Assists the Director with tracking, management and processing. 
• Provides general monitoring of budget for all contracts on an ongoing basis, conducts 

analysis and reports problems and discrepancies to the Director. 
• Under direction of the Director, works with finance and/or contractors to resolve 

invoicing issues. 
• Processes and coordinates all leave requests from the Regions. 
• Monitors NHSSA CFS mailbox, receives and logs documents into database, verifies 

information, send the information to assigned lead and monitor progress on action. 
• Files monthly reports, clinical assessments, incident reports, case correspondence, 

summary reports, client reviews, court documents, extensions packages, or any other 
correspondence to the case file. 

• Tracks and reports on all serious occurrences. 
 
3. Provides administrative support to the Director. 

• Ensures the CFCW division reflects a positive and professional image through effective 
communication and adherence to all protocols, policies and procedures. 

• Maintains the security and confidentiality of the highly sensitive information held in 
the CFCW division. 

• Maintains electronic and paper filing systems for the CFCW division, utilizing the 
GNWT Administrative Records Classification System (ARCS) and Operational Records 
Classification System (ORCS) systems where applicable. 

• Carries out all administrative processes related to the coordination and distribution of 
internal and external CFCW division 

• Coordinates the Director’s schedule and liaise with internal and external agencies to 
accommodate meeting priorities. 

• Assists the Director as required with HR related documents and tasks such as tracking 
divisional job offers, transfers, extensions etc. that require CEO approval. 

• Utilizes desktop software to assist in the compilation of reports, letters, newsletters, 
certificates, posters and other written correspondence for internal and external 
communication needs. 

• Receives and/or routes phone calls as required and ensures that the Director is made 
aware of inquiries, complaints and issues requiring their attention in a timely manner. 

• Provides administrative support for internal and/or external meetings as requested; 
including but not limited to, scheduling, booking travel, meeting space, catering, 
equipment and supply needs, preparing meeting packages and taking minutes.  

• Maintains, purchases and tracks office supplies for the CFCW Division. 
• Provides coverage for the program officer who reports to the Executive Director Child, 

Family and Community Wellness.   
• Assists with the compilation, formatting and tracking of strategic plan initiatives, CFCW 

division budget development, Department of Health variance reporting. 
• Provides support for preparation and tracking of briefing notes and other information 

requests. 
• Coordination of the on-call schedules for NTHSSA CFCW Division.  
• Coordination of centralized recruitment for NTHSSA CFCW Division with Human 

Resources and Regional Managers.  
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WORKING CONDITIONS 

Physical Demands 

No usual demands. 
 
Environmental Conditions 

No usual demands. 
 
Sensory Demands 

No usual demands. 
 
Mental Demands 

No usual demands. 
 
KNOWLEDGE, SKILLS AND ABILITIES 

• Knowledge of health and social services terminology. 
• Knowledge of research methods, ability to analyze and interpret data and present findings 

in an organized and concise manner. 
• Ability to acquire knowledge relating to program and case management practices. 
• Written and oral communication skills including listening, observing, identifying and 

reporting in order to complete complex program analysis and financial performance. 
• Organizational and time management skills to manage the diverse workload received from 

different sources. 
• Organizational and time management skills to manage the diverse workload received from 

different sources. 
• Accounting and financial administration skills. 
• Knowledge of the GNWT Financial Administration Act. 
• Ability to record, format and compile information accurately. 
• Ability to take and transcribe minutes. 
• Ability to multi task and work under pressure with deadlines. 
• Good understanding of the health and social services system and delivery of health and 

social programs is critical to the success of this position 
• Knowledge and skills in the use of software programs including Microsoft Office -Word, 

Excel, Outlook, and Publisher. 
• Knowledge of records management procedures utilizing ARCS and ORCS, in accordance to 

GNWT wide legislation. 
• Ability to apply sensitivity to the geographical and cultural diversity of the NWT. 
• Knowledge of confidentiality protocols and consistent ability in their application to ensure 

sensitive information is kept confidential. 
• Ability to maintain a high degree of tact, discretion, and diplomacy in a fast paced, often 

changing environment. 
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Typically, the above qualifications would be attained by: 

A two (2) year post-secondary Diploma from an administration and/or business program, 
with a minimum of one (1) year of related experience. 
 
ADDITIONAL REQUIREMENTS 

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  
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