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IDENTIFICATION 

Department Position Title 

Northwest Territories Health 
and Social Services Authority 

Program Coordinator, Child, Family and Community 
Wellness 

Position Number Community Division/Region 

48-15113 Yellowknife 
Child, Family and 

Community Wellness 

PURPOSE OF THE POSITION 

The Program Coordinator, Child, Family and Community Wellness position is directly 
responsible to research, recommend and coordinate support services as well as providing 
senior-level operational within the Child, Family and Community Wellness (CFCW) Division, 
Northwest Territories Health and Social Services Authority (NTHSSA). This position ensures 
effective operation of the Executive Office and efficient processes between the offices of the 
DHSS and regional offices. This role provides support to the CFCW to establish territory-wide 
program and service plans, including program standards, policies and procedures and 
reporting requirements for Child & Family Services, Child & Youth Placements and Preservation 
& Prevention Services delivered within the six regions of the NWT, in accordance with the policy 
direction and legislative requirements established by the Department of Health and Social 
Services.  

The incumbent provides the CFCW with objective analysis and broad advice on programs and 
services, through liaison with multi- disciplinary professionals across several provinces and 
territories and administrative management for the NTHSSA and GNWT-wide. 

SCOPE 

The NTHSSA is the single provider of all health and social services in the NWT, with unique 
collaborative arrangements in the Hay River and Tlicho regions. It covers 1.2 million square 
kilometers and serves approximately 43,000 people, including First Nations, Inuit, Metis and 
non-aboriginals. Health and social services include a full a 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 health and social services staff. 
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Under the direction of the Department of Health and Social Services (DHSS), the NTHSSA is 
established to move toward one integrated delivery system as part of the government’s 
transformation strategy. Territorial and federal legislation inform the development of DHSS 
policy, which leads to operational policies, guidelines and standards of care that are developed 
by the NTHSSA for regional implementation. 
 
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 adherence to clinical standards, procedures, guidelines and policies as 
established by the NTHSSA. 
 
The legacies of colonization and residential schools have impacted Indigenous health outcomes 
and the way health and social services are delivered and accessed. Staff are expected to honour 
and promote a culturally safe environment at all times.  
 
Cultural safety is an outcome where Indigenous peoples feel safe and respected, free of racism 
and discrimination, when accessing health and social services. Relationship-based care is 
fundamental to cultural safety because it prioritizes the need for trusting, caring and ongoing 
relationships between patients and clients with providers. Embedding a culturally safe 
approach in HSS has been identified as critical to supporting equitable access to care with the 
long-term goal of improving health outcomes for Indigenous peoples. 
 
For Indigenous residents of the NWT, who represent over 50% of the population, these shifts 
are particularly significant because despite some improvements over time, there remain 
significant disparities in their overall health status in comparison to non-indigenous residents. 
Health disparities are largely attributed to inequalities in the social determinants of health, 
which for Indigenous residents include the legacies of colonization and systemic racism. With 
specific reference to Child and Family Services, Indigenous families and their children are 
disproportionately overrepresented in the system. Most of the children who are involved with 
Child and Family Services are Indigenous, a fact that can be attributed both to the historical 
legacies and systemic racism as mentioned above, but also to the lack within the Child and 
Family Services System of culturally safe and accessible family supports. These factors have also 
impacted the way health and social services are delivered and accessed by Indigenous peoples 
in the NWT, contributing to additional complexities in Indigenous health disparities. When 
Indigenous peoples feel culturally safe interacting with staff and the HSS system they are more 
likely to access care when needed, leading to improved health outcomes. 
 
Colonization has a continuing and profound impact on NWT Indigenous families today; 
therefore, the Senior Administrative Coordinator position is responsible to promote and 
support a system-wide shift towards prioritizing early childhood development, culturally-
based prevention, and family and community-driven programing that supports the health and 
wellbeing of all families in the NWT and supports families who are struggling with multiple 
barriers to safely staying together. 
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The incumbent is responsible to provide research, analysis and synthesis for all Child, Family 
and Community Wellness programs, collect data for the purposes of tracking overall program 
utilization 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 
NTHSSA   goals   and strategies as well as Government of the Northwest Territories (GNWT) 
legislation and NTHSSA policy. 

Located in Yellowknife, the Program Coordinator, Child, Family and Community Wellness 
position reports directly to the Executive Director, Child, Family and Community Wellness of 
the NTHSSA and has a functional relationship with the Territorial Directors and Regional 
Managers within the Child, Family and Community Wellness Division and is called upon to 
address a variety of issues on a daily basis. These can range from compiling quantitative and 
qualitative program data, analyzing statistical outcomes, communicating trends, projecting 
program needs and resources. The Program Coordinator, Child, Family and Community 
Wellness will also conduct a variety of research tasks including environment scans, literature 
reviews, and cross-department program analyses to help inform the division across the 
territory. 

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. There are recurring and frequent interruptions of tasks. 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. Extenuating circumstances 
occasionally require the incumbent to work outside of normal working hours. 

The position establishes and maintains standards and provides leadership support by 
facilitating courses in the Administrative Professionals Training Program, including offering 
instruction in GNWT communication standards and procedures, and time management. The 
incumbent mentors and arranges for mentorship opportunities to interested/incoming 
Administrative Professionals identified for succession planning within the NTHSSA and those 
that have expressed an interest through the Administrative Professionals Training Program 
and community.  

As well, the Program Coordinator, Child, Family and Community Wellness assists with the 
administration of service contracts, contractor invoicing, case file administration for clients, 
and information coordination on a daily basis. The position will support the CFCW with 
research assistance, database entry and maintenance, and assistance with the preparation of 
standards and procedures. The position may also be required to provide briefing notes to the 
Executive Director, Child, Family and Community Wellness as well as provide support, direction 
and advice to other Territorial Leads, Territorial Specialists, and Regional Managers, and to 
represent the NTHSSA in meetings or conferences. 

The Program Coordinator, Child, Family and Community Wellness position works closely with 
Shared Services, Finance and Administration of NTHSSA. There is also significant requirement 
for coordination and collaboration with the five Regions, Tlicho and Hay River through which 
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divisional programs are delivered operationally. The position participates as a member of the 
management team within the Division.  
 
It is expected that the incumbent will provide expertise and credible delivery of administrative 
and office management, services to Executive Director, Child, Family and Community Wellness 
(EDCFCW) and other high-ranking government officials. The incumbent is required to have 
comprehensive knowledge of the political economic and social factors impacting governance in 
the Northwest Territories and may be asked to discern and extract, meetings and escalate 
issues that warrant immediate attention in an effective and timely manner. 
 
The position is a main point of contact for the NTHSSA Child, Family and Community Wellness 
Division with the public, media, external government and non-government organizations. The 
incumbent is often a primary contact for senior managers, middle management, employees and 
external health and social services agencies. The incumbent controls the information flow and 
is responsible for the re-direction of outgoing information. Due to the nature of the position, the 
incumbent has access to highly confidential and sensitive information such as matters relating 
to personnel, grievances, customer complaints, financial information, and other activities. The 
handling of these matters requires high levels of tact, diplomacy and discretion.  
 
RESPONSIBILITIES 

1. Conduct research and analysis on a variety of subjects to support projects and 
initiatives within the NTHSSA and DHSS. 
• Research and gather 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.). 

• Analyze and synthesize 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. 

• Support the NTHSSA Child, Family and Community Wellness division, through 
investigating and/or addressing issues, developing correspondence, writing briefing 
notes, developing submissions or position papers. 

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

• Monitor program and services activities and create a 'bring forward' system to ensure 
appropriate actions take place and according to deadlines. 

 
2. Provides leadership in support of the administrative function for staffing, recruiting, 

training, and mentoring new administrative staff, or those identified as part of the 
succession plan for development. 
• Supports the interviewing and hiring of administrative assistants, administrative 

summer students and administrative casual employees for the CFCW Division.  
• Provide guidance and/or coordinate work plans, manage, supervise, and lead training, 

mentoring and development for administrative professionals, administrative summer 
students, and administrative casual employees, and/or executive Assistants throughout 
the CFCW Division to ensure the daily operational duties of each division are met. 
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• Work with the EDCFCW’s and other senior management and middle manager that have 
the administrative professionals assigned to their area to keep them apprised of 
performance expectations, workload distribution, feedback, succession planning, and 
ongoing performance management and development. 

• Provide one-on-one mentorship to administrative individuals identified as part of 
succession plan. 

• Support the assessment for training, and the development of training content to further 
develop the administrative support team; this is done through the appropriate 
identification of the need for the training in terms and the skill area that needs to be 
developed. 

• Act as a team lead for the senior management team’s administrative support personnel 
and liaises with the administrative support personnel as required. 

 
3. Evaluate Child, Family and Community Wellness Services provided within the 

NTHSSA, TCSA and HRHSS to determine areas in which to improve client care/service 
outcomes, quality and efficiencies. 
• Establish tools and processes for communicating and collaborating with regional staff. 
• Support, coach and mentor others to succeed with changes occurring. 
• Coordinate and support regions in the development of auditing measures in line with 

Accreditation and best practice. 
• Develop monitoring and evaluation plans in collaboration with all levels of the mental 

health and addictions services continuum. 
• Support, enhance and develop mental health and addiction resources in the NWT. 
• Present research and analysis results to NTHSSA leadership. 
• Complete jurisdictional scans and research activities required to align NTHSSA with best 

practice standards worldwide. 
• Collaborate with Territorial Leads, Regional Managers, and Supervisors to provide 

support related to quality improvement. 
 
4. Assist the Executive Director, CFCW with budget tracking, contract management 

activities and initiates contractor, program and services invoice processing. 
• Provides general monitoring of budgets for all contracts, projects, programs and services 

on an ongoing basis, conducts analysis and reports problems and discrepancies to the 
Director. 

• Under direction of Executive Director, works with finance and/ or contracts, and/ or 
DHSS to resolve invoicing issues. 

• Maintain contract information, budget and finance information in appropriate files and 
through System for Accountability and Management (SAM) financial database, for all 
program areas. 

• Develop initial financial variance reports to be reviewed by the Executive Director. 
• Create contract templates and maintain current database of contractor information for 

Foster Family Coalition, Territorial Treatment Center, and Side Door Ministries. 
• Monitor mailbox correspondence, receives and log information into database, verify 

information, reconcile to budgeted amounts, and apply appropriate coding to invoices 
• Ensure original invoices are reviewed by Director and forwarded to Finance. 
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• Manages accountable forms and divisional credit cards. 
 
5. Provides administrative support to the Executive Director, Child, Family and 

Community Wellness (EDCFCW) and coordinates the operations of the executive 
office.  
• Manages bring forward (BF) system for ongoing issues requiring the EDCFCW's 

attention, identifies matters of priority for the attention of the EDCFCW, receives 
instruction and actions subsequent course of action.  

• Writes and prepares professional correspondence on behalf of the EDCFCW including 
letters, reports, and correspondence. 

• Coordinates the EDCFCW 's schedule and liaises with internal and external agencies to 
accommodate regular and requested meetings in accordance with organizational 
priorities. Anticipates and identifies EDCFCW 's scheduling needs.  

• Schedules and organizes meetings and appointments, books meetings spaces, drafts 
agendas and distributes meeting materials. Records, prepares and distributes the 
minutes for several internal committees and for outside agencies as required. Prepares 
arising action lists and status reports for follow up items and permanent records on a 
regular and as required basis.  

• Makes travel arrangements and prepares itineraries on behalf of the EDCFCW.  
• Receives, tracks, and forwards human resource related documents such as job offers, 

amendments, extensions, transfers etc. that required EDCFCW or CEO signature and 
ensures the appropriate individual(s) receive it in a timely manner.  

• Maintains, purchases and tracks office supplies for the executive office.  
• Develops and updates organizational charts and job descriptions in conjunction with 

human resources as required. 
• Ensures documents such as contracts, contribution agreements, service contracts etc. 

are properly signed, witnessed, tracked, filed electronically and submitted to relevant 
administration staff or sent to external contacts in a timely manner.  

• Supports the EDCFCW in the completion of visa reconciliations, travel and expense 
claims as required.   

• Receives, reviews, and prioritizes all correspondence received for the EDCFCW.  
• Maintains an efficient and highly confidential filing system for the Executive Office 

develops and recommends office procedures and systems, analyzes and resolves 
administrative and procedural issues. 

• Liaises and collaborates with the EDCFCW and appropriate Senior Managers and 
Regional Managers to ensure timely and accurate preparation of briefing documents and 
or follow-up issues. 

• Prepares and/or proofreads and refines routine correspondence, reports, public service 
announcements and public relations documents ensuring format and grammatical 
accuracy of documents emanating from the Child, Family and Community Wellness 
Division.  

• In association with the Quality, Risk Manager Coordinator, facilitates the development, 
revision and distribution of Administrative Directives and Policies, and Standing 
Operating Procedures.   
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• Responsible for disseminating, filing and posting finalized policy and procedure 
documents. 

• Maintains an effect electronic and paper filing system for the executive office, utilizing 
the GNWT Administrative Records Classification System (ARCS) and Operational 
Records Classification System (ORCS). 

• Maintains leave and attendance records for the senior management reporting to the 
EDCFCW. 

• Develops and recommends office procedures and systems, analyzes and resolves office 
administrative and procedural issues. 

• Develops and updates organizational charts and job descriptions in conjunction with 
human resources as required. 

 
6. Provides project management and leadership, where appropriate and assigned by 

the EDCFCW, for CFCW division initiatives. 
• Coordinates oversee and/or manages special projects and events to ensure timeliness 

and professionalism as required. 
• Researches, compiles, and writes special reports. 
• Determines opportunities for positive public relations through photographic 

documentation of organizational events. Ensures proper photo use permissions are in 
place. 

• Liaises and collaborates with the EDCFCW, senior management and regional managers 
for follow-up monitoring and timely completion of projects. 

• Liaises with teams, working groups and colleagues as required. 
• Performs research, analysis, and compiles and writes special reports. 
• Identifies and recommends special projects as organizational priorities. 
• Drafts budgets and tracks expenditures as related to special project requirements. 

 
7. Workplace Health and Safety:  Employees of the Authority are committed to creating 

and maintaining a safe and respectful workplace for employees and patients/clients. 
Building a safe and respectful workplace is everyone’s responsibility. 
• All employees and contractors have a professional and personal responsibility to 

perform their duties to health and safety regulations, standards, practices and 
procedures. 

• All stakeholders (management, staff, Union of Northern Workers, and Workplace Safety 
and Compensation Commission) need to ensure our Workplace Health and Safety 
Committee works effectively, with a shared purpose of continuous quality improvement 
in health and safety. 

• All Managers play an active role in workplace health and safety through their daily 
management:  identifying prevention opportunities, ensuring staff are trained in Risk 
Monitor Pro, investigating potential risk and accidents, and applying timely corrective 
measures. 

• A healthy workplace, where employees can provide quality service under safe 
conditions, is the right thing to do and makes good business sense. 
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WORKING CONDITIONS 

Physical Demands 

The incumbent may spend lengthy periods of time sitting at a desk and working on the 
telephone and/or computer, which may result in eye strain or strain to the wrist, hands, neck 
and back. There is occasional physical effort required for this position such as retrieving and 
filing archived material, moving tables and chairs for meetings, and the moving of necessary 
material to meeting locations. The incumbent has the opportunity to move out the office and to 
participate in meetings and events outside of the office.  
 
Environmental Conditions 

Work is performed in a normal office environment. The environment is busy and there are often 
conflicting demands and many distractions. The incumbent may be requested to work off site 
(i.e public forums, Governance meetings, etc.) for specific projects. 
 
This position is expected to travel approximately 20% of the time to NWT communities. Travel 
by road and aircraft occurs during all seasons when at times weather conditions are poor. Duty 
travel involves absences from the office and from home. Unforeseen weather conditions may 
disrupt work plans and home life. 
 
Sensory Demands 

A lot of time is spent in front of computer monitor, which can cause eye strain, neck strain and 
other physical discomforts. Long periods of intense concentration, reviewing data and 
information are required. Long periods of aural focus when recording discussion and actions 
takes during meetings. 
 
Mental Demands 

This position is subject to high levels of stress related multitasking, dealing with confidential 
and politically sensitive information, and working to tight deadlines on a daily basis. The 
incumbent is required to provide advice and services to a great number of people with senior 
level authority who frequently have conflicting interests, perspectives and demands. The 
incumbent must be sensitive to political situations and to demographic and cultural nuances in 
the regions. 
 
KNOWLEDGE, SKILLS AND ABILITIES 

• Organizational, analytical and research skills. 
• Clear and concise communication (written and oral) skills with an ability to 

communicate effectively to a variety of audiences with varying backgrounds, knowledge 
and education. 

• Excellent interpersonal skills, tact and diplomacy. 
• Knowledge and ability to understand the political and social environment in which the 

Authority’s programs and services are delivered and the administration of these. 
• Sensitivity to the geographical and cultural diversity of the Northwest Territories. 
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• Anility to establish rapport and communicate effectively with various audiences in a fast 
paced, often changing environment. 

• Ability to establish prioritize, multi-task and problem solve independently while 
balancing completing demands. 

• Ability to work under pressure with deadlines and changing priorities. 
• Team skills with the ability to provide advice and support to other administrative 

support positions within the organization, and at times to other departments. 
• Ability to understand and carry out detailed instructions. 
• Knowledge of interrelationships within the organization and government as a whole. 
• Ability to concentrate and listen intently for lengthy periods of time. 
• Ability to record, format and compile information accurately and in easily 

understandable terms. 
• Ability to interact at a senior management level, which requires sensitivity, effective and 

concise thinking, and confidentiality. 
• Ability to take and transcribe minutes, often several times per week. 
• Ability to type words per minute. 
• Accounting and financial administration skills. 
• Knowledge of the GNWT Financial Administration Act. 
• Comprehensive knowledge of office and administrative procedures. 
• Working knowledge of software programs, including ut not limited to Microsoft Office 

(Word, Excel, Outlook, Publisher, SharePoint, Visio, etc.) and web browsers. 
• Ability to effectively work with the internet and electronic communication. 
• Knowledge of human resource best practice for training and development, staffing and 

recruitment, and workforce planning. 
• Experience mentoring, and/or training individuals in group and one-on-one settings. 
• Experience with ARCS and ORCS filing system, in accordance to the GNWT legislation. 
• Knowledge of Robert’s Rules of Order and the NWT model of trustee leadership. 
• Ability to work independently, with minimal supervision in a senior management level. 

 
Typically, the above qualifications would be attained by: 

The listed knowledge, skills, and abilities are normally acquired with a diploma in Office or 
Business Administration or relevant education with (5) years of progressive related experience 
supporting senior executives. Administrative experience within the GNWT or public sector, 
experience in management positions is an asset.  
 
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: 
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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




