GOVERNMENT OF NUNAVUT 

POSITION DESCRIPTION

Date: 
14-11-17



Position Number:  05-02802
Position:  
Director of Corporate Services
Incumbent: 
Vacant

      Reports to:
Deputy Minister of Justice




                    

Location:     
Sivummut Building, Iqaluit
Effective:
14-11-17
_ ______

  





Deputy Minister 

Department




Date

General Accountability
Reporting to the Deputy Minister, the Director of Corporate Services is the Senior Financial Officer in the Department.  As such, the position is responsible for coordinating, implementing and monitoring financial policies and procedures in order to provide effective control and reporting of all government expenditures and revenues within the Department.  They are accountable for the provision of a full range of financial and administrative services to the Department of Justice. The Director is responsible for a number of core corporate management functions that include departmental planning, financial and human resource management, support for increase the financial capacity and the department-wide financial risk management.
The incumbent provides a full range of accounting services negotiates and enforces several agreements, including the RCMP contract to ensure the government’s interests are protected.  

The Director is also responsible for the efficient delivery of several administration functions, including human resources plus overall responsibility for the Department’s system development and implementation. The Director also provides support to the Legal Services Board. This position works within the GN Legislative and Policy framework and carries out its responsibilities in accordance with the Government of Nunavut acts, regulations, policies and departmental procedures including such things as the Financial Administration Act, Financial Administration Manual, Contract Regulations, Public Service Act, Public Service Regulations and various Government policies.).

Organizational Structure
The Director of Corporate Services reports to the Deputy Minister. 

Subordinates

The Director of Corporate Services has fifteen (15) positions reporting directly or indirectly. The seven (7) who report directly to the Director of Corporate Services are:

Administrative Assistant 

Manager, Financial Services 

Manager, Human Resources
Manager, Systems Development 

Budget Planner Analyst 
Financial Analyst Policing and Corrections 

Grants and Contribution Analyst 

Nature and Scope
The position has a functional responsibility to the Comptroller General to process financial documents in accordance with prescribed policies, procedures and legislation.  These documents form the basis of the Department’s position in the Territorial accounts.  The position also has a functional responsibility to the Department of Finance to coordinate and prepare the Department’s input into the operating and capital budgetary process of the Territorial Government.  There is regular contact with the Department of Finance with regard to staffing, job evaluation, Collective Agreement issues and employee benefits.
The incumbent must understand and support the Inuit Societal Values and Inuit Qaujimajatuqangit (IQ) Principals.  These principals must be used to assist and guide our employment opportunities and policies.
Since the Department of Justice does not have a Division that is directly responsible for policing in Nunavut this program is monitored by the Deputy Minister, Assistant Deputy Minister and the Director of Corporate Services, in conjunction with the RCMP.  The Director of Corporate Services is expected to protect the government’s financial interest, while at the same time ensuring that the RCMP has sufficient resources to carry out their mandate.  The Nunavut share (at 70%) to the Territorial Policing budget is approximately $35,772,000 covering approximately 132 federal positions.

The Department administers at least 15 different Acts which the Director of Corporate Services must be able to interpret, because of obligations within the legislation which are financial, such as the collection of revenues, payments to individuals and organizations, etc.  These Acts must often be applied to the Financial Administration Act.  Related financial transactions include trust and imprest accounts, handling credit card transaction, accounts for collection, payment of tariffs and fees for legal aid, court, bailiff, jury, Coroner, and Justice of the Peace fees.

The Director is also required to ensure appropriate consideration is given to management information projects and systems.  Several of the larger systems in the Department are: Justice Information system, Corrections Information system, Public Trustee Trust accounting system, Legal Aid Information system and the Maintenance Enforcement system.
Dimensions (2014/15)

O&M Budget
$14,629,000
Person Years 16
Capital Budget $0.00
Spending Authority


$250.000.00
Payment Authority


Full within budget

Specific Accountabilities
As the most senior finance officer in the Department, the Director of Corporate Services has a vital role to play in ensuring that the Department can meet its mandate.  This individual must ensure that appropriate financial and staff resources are available to meet the needs of departmental programs and services.  The incumbent must have an excellent understanding of all-departmental programs and services and contribute to the effective management of the Department of Justice though positive collaboration with Senior Management Committee.
Working with Senior Managers, the Director will contribute toward the establishment of departmental priorities and strategic directions and will provide support and on-going briefings to the Deputy Minister and Assistant Deputy Minister. 
The Director is responsible for coordinating departmental financial forecasts and plans, authorizes all expenditures and commitments made by the Department as payment authority on behalf of the Comptroller General, as well as collecting all revenues.  In addition, since the Department does not have a policing division, the Director is directly responsible for ensuring the RCMP budget reflects actual financial requirements under the terms of the Territorial Policing agreement.

Control and monitor government expenditures, assets and revenues within the Department to ensure all transactions are processed in accordance with the Nunavut Financial Administration Act, related regulations, policies and directives; including training departmental staff, performing internal audits and reviews and reconciling accounts to protect public resources.

Develop appropriate operational, capital, third party and revenue budget forecasts in a format that best represents program requirements.  The Director will assist in defending submissions to the Legislative Assembly by analysing and evaluating financial and statistical information, interacting with central agencies such as the Department of Finance and their Staffing section, working closely with program managers and providing advice on financial management in order to ensure the Departments mandate is met. 
Represent the Department on interdepartmental committees, such as the Financial Management Committee, Building Capacity Committee, Inuit Employment Strategy.
Interpret financial and personnel legislation and directives and draft procedures and policies which will result in efficient operations within the Department.

Negotiate appropriate financial accountability for all third-party agreements, including the Territorial Policing agreement and other Federal/Territorial Agreements such as; Access to Justice, Young Offenders, Official Languages Funding through the Department of Culture and Heritage, Nunavut Implementation funding, Nunavik Implementation funding, and other such programs as they become available to the Department or it’s Boards or Agencies.

The incumbent is accountable for providing a range of departmental human resource functions for the Department by maintaining all personnel records, maintaining accurate departmental organizational structure, developing strategic plans for staff retention and affirmative action plans.  All plans need to be supported with measurable results.

Develop the Department’s Main Estimates, coordinate the development of business case plans with the Director of Policy, prepare and coordinate all Financial Management Board Submissions, and assist in the development of decision papers.  In addition the incumbent must understand Generally Accepted Accounting Principles (GAAP).  The Director participates in setting departmental priorities and objectives and in the preparation of departmental proposals, option, and decision papers tabled by the Minister.
Protect the Nunavut government’s interest in police services by participating with the Department’s other senior management regarding policing and working closely with the RCMP with regard to their fiscal management and accountability.
Knowledge, Skills and Abilities
The ideal candidate will have a university degree in Commerce/Business Administration and an accounting designation such as Certified General Accountant, Chartered Accountant or Certified Management Accountant and a minimum 5 years of progressive related work experience. Equivalencies will be considered.
Excellent knowledge of the full range of financial functions including financial and management accounting, contract management, internal audit procedures and financial information systems.
The ideal candidate will have experience in Human Resource management or Human Resource development.

Leadership: In leading a high profile division, strong leadership skills are required for team building and creative group problem solving.

Management and Supervision: The Director should have two (2) or more year’s previous experience in supervising and managing both human and financial resources to achieve organizational objectives.

Financial Project Management: Routine duties would require financial project management skills.  The incumbent must be able to effectively lead and participate in often high financial profile, high impact projects such as Capital projects.

Financial Analysis:  Financial analytical skills are required to utilize the Department’s resources to deliver a cost effective programs to serve the public.
Legislation: Be familiar with relevant legislation, regulations and policies specific to Nunavut.

Funding Arrangements: Knowledge of territorial and federal priorities policies program and funding arrangements.
Facilitation and negotiation skills:  The establishment of response timeframes and to obtain information from the Divisions to allocate sufficient funds for their programs and to deliver reports on a timely manner.

Communication: Strong written and oral communications skills are required to communicate with the senior managers to explain their financial positions as needed.

Machinery of Government:  Understanding of government decision-making process, including business planning, budgeting, performance measures, evaluation and confidentiality.

A capacity to communicate in Inuktitut, French and/or Inuinnaqtun would also be an asset in allowing the incumbent to work with departmental Senior Management, brief Ministers, assist in the development of decision papers, supervise Inuit staff, and work with Federal officials in the negotiation of adequate financial accountability for all third-party agreements.
Additional Skills and Abilities:

· Effective oral and written communication with other GN departments, local and Inuit governance bodies, the private sector and other organizations.

· Ability to provide leadership, supervision, evaluation and monitoring of Divisional staff.

· Ability to make public presentation on behalf of the Department.

· Negotiation and conflict resolution skills and abilities.

· Ability to build strong relationship and foster a cooperative work environment.

· Ability to meet stringent deadlines.

· Ability to lead, advise, guide and provide counsel to committees.

· Ability to develp and deliver effective presentation such as written and verbal skills in term of dfrating documents for Financial Management Board (FMB) submissions.

· Ability to communicate in a manner which would lead to creative solutions for complex, multi-level, culturally sensitive and highly technical problems, issues and challenges.

ADDITIONAL REQUIREMENTS

Position Security

· No Criminal Record Check 

· Position of Trust – criminal records check required 

· Highly sensitive position – requires verification of identity and a criminal records check

