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IDENTIFICATION 

Department Position Title 

Health & Social Services Research Assistant 

Position Number Community Division/Region 

49-5478 Yellowknife Population Health/HQ 

PURPOSE OF THE POSITION 

The Research Assistant provides research support and administrative expertise to the 
Director of Population Health and division.  The position is responsible for preparing 
presentations and briefing materials, conducting research, providing support to divisional and 
inter-agency teams, and overseeing records management activities. The position provides 
administrative support to the division, including clerical and financial purchasing duties and 
maintenance of information in public health databases and information systems.  The position 
is integral to supporting effective, efficient business processes for a division with diverse 
program areas and dynamic operational needs. 

SCOPE 

The position is located in Yellowknife and reports to the Director of Population along with 
three other positions, including the Public Health Systems Manager, the Territorial 
Epidemiologist and the Chief Environmental Health Officer. The incumbent must exercise 
excellent organizational skills and be proficient in a number of software tools and information 
systems to perform assigned projects and support the business processes of the division. The 
position conducts research and develops standard operating procedures, manuals, forms and 
other resources supporting core business of the division. The position is responsible for 
records management leadership to the division including reviewing and updating the 
division’s ARCS/ORCS schedules. The position performs senior secretarial and administrative 
duties, and is the lead administrative point of contact with peer administration positions of 
other divisions, agencies and the public. Work is assigned to the position primarily through 
the Director but also others who directly report to the Director.  



February 17, 2022  GNWT Job Description      Page 2 of 5 

The position functions in an environment where sensitive issues are addressed and 
confidentiality/security and accuracy of information is paramount.  The position works 
closely with the Division’s Database & Records Administrator to ensure business continuity 
and coordination of administrative and business processes and activities. The duties of the 
position are carried out in accordance with the Northwest Territories Public Health Act, all 
GNWT and departmental policies, directives and procedures and generally accepted 
administrative practices. 

RESPONSIBILITIES 

1. Provides research assistance to the Director and division on projects and core
business.

 Assists with the development and editing of written materials such as
program/operational procedures, proposals, business cases, briefing notes and
correspondence

 Provides research and administrative support to committees and teams in the delivery
of core business and advancement of special initiatives, including committees with
representation from across the NWT health system and government

 Researches, develops and manages administrative business processes, policies and
procedures, and identifies quality assurance and performance improvements

 Oversees steps to ensure timely review and updating of online content for the division

2. Provides administrative leadership and support to the Director and division.

 Manages information flow for the division in support of requests from the Minister,
Directorate and other offices, including the maintenance of detailed follow-up and
bring-forward tracking systems for commitments and initiatives as required

 Types, formats, proofreads and prints correspondence, reports, briefing notes,
submissions and other material using approved formats and processes

 Sorts/logs incoming and outgoing mail for the division, and makes arrangements for
special mailing/delivery arrangements

 Manages the division’s main phone line, reception area, common spaces and shared
resources, ensures supplies for operational requirements are managed and in stock,
and ensures the division’s online phone listing and Sharepoint access is current

 Assists with logistics for large group meetings/events, duty travel and tasks associated
with onboarding/exiting of staff to/from the division

3. Provides electronic data administration support for information systems, databases
and data holdings of the division.

 Enters data into various information systems, databases and other data holdings of the
division, as identified by the Director and managers

 Ensures data validation/quality assurance activities to ensure accuracy and
consistency of all data entered into these data holdings
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 Develops and implements administrative and data integrity procedures

 Prepares data outputs and reports from data holdings to inform operational decisions

 Participates in planning and implementation of improvements to data holdings and
related business and quality assurance processes

4. Provides records management leadership to the division in compliance with
government legislation, policies and procedures.

 Researches, implements and maintains a division-wide framework to organizing,
managing and preserving both hardcopy and electronic records in compliance with the
NWT Archives Act using approved tools, policies and procedures

 Liaises with the Department’s records coordinator and division staff to ensure the
division’s schedule for operational records remains current and aligned to the mandate
and structure of the division

 Provides orientation and assistance to managers and staff on records management

 Ensures electronic and paper filing duties are completed in a timely and accurate
manner

5. Supports division financial administration and management, including assistance
on procurement activities and administration of contracts and agreements.

 Develops terms of references, requests for proposals and/or project charters, and
assists with the evaluation of proposals or applicants

 Assists with the supervision and tracking of contract/agreement work and timelines,
as well as project budgeting and variance reporting

 Works in close collaboration with finance staff on financial administration

 Manages the use of a divisional VISA card for approved purchases, and ensures proper
coding as set by the directors and managers

 Ensures records of all contracts, agreements and memoranda with financial
implications are organized and kept current

 Assists members of the public through in-person or phone inquiries on environmental
health inquiries, including the status of permit applications, follow-up to inspections or
investigations, or interest in potential training available to premises operators

6. Ensures business continuity and support to core administrative requirements of the
division and other offices as required.
 Ensures cross-training and orientation of other staff on core business to ensure

operational continuity

 Provides coverage to the Database & Records Administrator position as well as
administrative coverage to other offices as identified by the Director
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WORKING CONDITIONS 

Physical Demands 

No unusual demands. 

Environmental Conditions 

No unusual demands. 

Sensory Demands 

No unusual demands. 

Mental Demands 

No unusual demands. Work with the public by phone and in-person requires tact, particularly when 

the public may have concerns about meeting regulatory requirements.  

KNOWLEDGE, SKILLS AND ABILITIES 

 Strong knowledge of information systems, databases and spreadsheets and word
processing applications for program administration.

 Strong knowledge of office procedures and business systems for financial administration
and document tracking.

 Strong knowledge of records management legislation, policies and procedures for
classification, retention and disposition of paper and electronic records.

 Knowledge of basic research skills and techniques, including internet-based research.

 Knowledge of appropriate management of confidential, highly sensitive information and
requirements to retain client confidentiality and data security.

 Knowledge of northern cultures as they relate to health and social service issues.
Knowledge of public health programs and services an asset.

 Demonstrated abilities in electronic data quality assurance and management for the
purposes of tracking and reporting.

 Demonstrated ability to evaluate and synthesize information from different sources to
formulate new content such as procedures, policies, manuals or online content.

 Experience in data processing, and proficient keyboarding skills, including proper numeric
keyboard technique.

 Strong oral and written communications skills.

 Strong customer service skills, including conflict resolution and de-escalation techniques.

 Ability to work within a team-based environment in an effective, tactful manner.

 Ability to work independently, set operational goals and timelines with minimal
instruction, and balance competing priorities.
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Typically, the above qualifications would be attained by: 

A degree or diploma in a public health or health-related information management discipline 
plus at least 2 years of progressive experience working in a health care environment.  

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:

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


