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Community Government  
Human Resource Development System 

 
Welcome to the Community Government Human Resource Development 
System (CGHRDS). This System has been designed specifically to assist 
northern community governments with their human resource capacity building 
needs. Our goal is simple ï to help you get the most for, and from, your staff. 
Before you begin working with the manual, we want to let you know how the 
manual is put together.   
 
Chapter 1 is an introduction to the CGHRDS and provides some important 
information on the purpose of the system, how the system was developed 
and the approach taken to human resource development. 
 
Chapters 2 through 13 deal with the different elements of the system: 
 

Chapter 2)  Human Resource Planning  
 Chapter 3)  Job Descriptions 
 Chapter 4)  Attracting and Retaining 

Chapter 5)  Recruitment and Selection 
 Chapter 6)  Orientation 
 Chapter 7)  Performance Evaluation 
 Chapter 8)  Training and Development 

Chapter 9)  Performance Management 
 Chapter 10)  Dispute Resolution 

Chapter 11)  Termination of Employment 
 Chapter 12) Personnel Records 
 Chapter 13) Human Resource Policies 

 
 
Each of these chapters is divided into the following four sections: 
 

Section 1) Background Information ï this section provides important 
information that human resources practitioners should know about 
each of the elements 

 
Section 2) How To Guide ï the How To Guide provides step by step 
instructions on how to implement the element such as a step by step 
guide for developing a human resource plan. 
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Section 3) Samples ï this section includes sample materials for the 
element such as a sample job description.  
 
Section 4) Workbook ï the workbook section provides an opportunity 
for users to practice the examples provided such as a work sheet on 
how to develop an effective recruitment ad.  
 
Section 5) Appendix - some chapters also include an appendix to 
provide further information. 

 
A workshop has also been developed to train community government staff on 
how to make use of the CGHRDS.  
 
We trust that the CGHRDS will be of use to you in your efforts to build human 
resource capacity.  We would like your comments and feedback so that we 
can continuously update and improve this manual.  Staff training is available 
on how to use the CGHRDS manual.   
 
If you have any comments or questions about the CGHRDS please contact 
your Regional MACA office or the School of Community Government at: 
 
School of Community Government 
Toll-free: 1-877-531-9194 
Phone: 1 ï 867-873-7755 
Fax: 1-867-873-0584 
 
Website: http://www.maca.gov.nt.ca 
E-mail: Dan_Schofield@gov.nt.ca 
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Section 1) Background Information 

CChhaapptteerr  11))  IInnttrroodduuccttiioonn  
 
 
 
 
 
 
 
 
 
Community governments are changing.  
 
Community governments are taking on 
expanded powers and accountabilities 
through self-government, land claims 
agreements and community and economic 
development.  
 
At the same time, the economy of the 
Northwest Territories is also changing. 
Exploration and growth in the natural 
resources sector will dramatically change the 
economic environment in many regions over 
the coming years. Growth in other sectors 
such as tourism, arts and crafts and 
traditional foods is also likely to have a 
profound effect on the economy.  
 
Economic growth will add both opportunities 
and challenges for community governments in providing the best programs, 
services, opportunities and protections for the people they serve.  
 
In light of these challenges, the need for building and strengthening human 
resource capacity is now greater than ever. The School of Community 
Government and its partner organizations recognize the impact these 
changes are having on community governments. In response to requests 
from several community governments, the School has developed the 
Community Government Human Resource Development System (CGHRS).  
 
The purpose of the CGHRDS is to assist community governments in building 
their human resource capacity needs. The system focuses on planning, 
hiring, training and developing quality local staff.  Through implementation of 
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Elements of the CGHRDS 

this system, community governments will have a better chance of finding, 
hiring and training local residents and others who can best serve the needs of 
the local residents.  
 
The CGHRDS was developed with the input and advice of community 
government leaders and addresses those needs that have been identified as 
most important in terms of human resource development. The strategy was 
also developed so that northerners will have the maximum opportunity to gain 
employment with local government organizations.  
 
 
 

 
  
The CGHRDS combines all of the key elements of human resource 
development in an integrated, competency-based system.  Each of these 
elements has been developed to provide community governments with the 
tools and resources to help build human resource capacity at the local level.  
 
 
The elements of the CGHRDS are: 

 
 
Human Resource Planning   
 
Human resource planning involves analyzing current human resource 
capacity; forecasting human resource needs and identifying any gaps 
between the two.  Human resource planning is particularly useful when 
combined with other types of strategic planning such as community and 
business plans.   
 
 
Job Descriptions 

 
Effective and meaningful job descriptions are essential to any human 
resource development system.  Job descriptions act as the blueprint in 
terms of what needs to be done and the type of person needed for the job. 
Job descriptions also form the basis for many other elements of the 
system including recruitment and selection, performance evaluation and 
training and development.  
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Attracting and Retaining 
 
A key element in Human Resource Planning is to not only attracting but 
also retaining employees. People have to want to work for the 
organization and be able to create an environment where people want to 
come to work and give their best. 
 
 
Recruitment and Selection 

 
Probably the most important element in any human resource development 
system is recruitment and selection. Finding and hiring the right people is 
absolutely critical to the success or failure of any organization.   
 
 
Orientation 

 
Starting a new job is very stressful for most people. Studies have shown 
that people are more likely to leave a job within the first six months than at 
any other time. Studies have also shown that providing new staff with an 
orientation significantly reduces stress for new employees, makes new 
employees more productive in a shorter period of time, and reduces the 
chances of someone quitting in the critical first six-month period.  
 
 
Performance Evaluation 

 
Many people view performance evaluation as either a necessary evil or 
something to be avoided at all costs ï but they donôt have to be. In fact 
performance evaluations should be a positive and constructive way to let 
employees know what they are doing well, where they need improvement 
and how the community government plans to help them improve.  

 
 

Training and Development 
 

Many organizations see training and development as the key to remaining 
competitive and to providing quality programs and services to the people 
they serve. These ñlearning organizationsò view training and development 
as an integral part of their strategic plan. In this information age, a well-
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Page 4 CGHRDS June 2008  

trained and well-qualified workforce is essential to delivering quality 
programs and services.  
 
Performance Management 
 
Performance Management is important because it contributes to making 
the organization a better place to work.  It lets workers know what is 
acceptable and the consequences of the unacceptable behaviour.    
 
Dispute Resolution 

 
Dispute resolution is important when maintaining a professional, fair and 
safe work environment for all employees.  It is also important to have an 
established process for dealing with grievances and complaints in case 
something should arise.   
         

Termination of Employment 
 
People leave work for a number of reasons; sometimes termination is 
planned and sometimes it is not.  It is important for organizations to be 
prepared for terminations as the consequences can have a major impact 
on the business.   
 
Personnel Records 
 
Personnel records are important as they depict the employeeôs 
employment relationship with an organization.  It is important that they be 
maintained and updated.  This section lists what should be included in the 
personnel file as well as the different processes used when accessing the 
records if needed. 
 
Human Resource Policies 
 
Human resource policies are vital for any organization as they outline the 
terms and conditions of employment relating to pay, hours of work, 
employee benefits, and other general working conditions.  
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Resources, Tools and Supports 

An Integrated, Competency-Based System 

 

 
 
 
 
 
 
 
 

 
 
This system is based on an integrated, competency-based approach to 
human resource development.   
 
An integrated human resource system is one where all elements of the 
system fit together and support each other.  For example, the job description 
is typically used as the basis for the recruitment and selection, performance 
evaluation and training and development.  Likewise the information gained 
through the recruitment and selection process can be used for performance 
appraisals, training and development and so on.   
 
A competency based approach uses the knowledge, skills and attitudes as 
the criteria required for the position. Competency based systems are 
considered superior because they are job specific, they can be used as the 
basis for an integrated system, they do not include systemic barriers to 
employment and they can be defended as long as they are properly applied.  
 
 
 
 

 
 
The CGHRDS includes a series of strategies and tools to assist community 
and aboriginal governments with human resources management, planning 
and development.  
 

The Training Needs Assessment (TNA) tools were developed to support the 
CGHRDS. The TNA tools include: 

 Community Government Job Descriptions  

 Community Government Training Needs Assessments/Performance 

Evaluations, and  
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Page 6 CGHRDS June 2008  

 Training Needs Reports 

 
 
In addition, this manual and a complimentary training workshop have been 
developed to assist community governments in implementing and using the 
CGHRDS.   
 
The Community Government Human Resource Development System has 
been designed and developed to assist community governments in building 
their human resource capacity.   We believe that through implementation of 
this system, communities will be able to further develop the natural 
knowledge, skills, attitudes and talents of northerners and meet the 
challenges that increased power and responsibility will bring. 
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CChhaapptteerr  22))  HHuummaann  RReessoouurrccee  

PPllaannnniinngg  

Section 1) Background Information 

  
 
 
 
 

 
 
 
 

 
Human Resource Planning is a systematic 
approach to identifying your overall human 
resource needs. It is a planning tool that 
allows a community government to: 
 

 determine their human resource 
needs  

 determine the available human 
resource supply 

 determine where there are gaps and 

 develop strategies to fill the gaps  
 
In many ways human resource planning can be compared to financial 
planning or budgeting where an organization must:  
 

 determine their financial needs (estimated expenditures) 

 determine their financial supply (estimated revenues),   

 identify strategies to fill in the gaps (i.e. raise additional revenues or 
reduce expenditures).  

 
Human Resource Planning is also closely tied to strategic planning. In order 
for a community government to develop programs and services, it must have 
both the financial and the human resources necessary to provide those 
programs and services. In order to effectively meet their strategic goals and 
objectives, community governments must have, hire or develop staff with the 
required skills, knowledge and attitudes.  
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Why Human Resource Planning Is Important 

Who Should Develop Human Resource Plans 

  
 
 
Human Resource Planning is important for community governments in 
the north because of the tremendous changes in governance that are 
taking place  
 

 community governments are taking on more powers, responsibilities, 
programs and services 
 

 there is an increasing need to ensure they have the right people with 
the right skills in place  

 

 HR planning allows community governments to anticipate human 
resource needs for new programs and services as a result of 
devolution, self-government and land claims negotiations  

 
Human Resource Planning is also important because it clearly outlines 
where community governments have the required skills in place and 
where there are gaps and barriers to employment 
 

 community governments can use this information to develop strategies 
to build human resource capacity within their own organization as well 
in the community as a whole 

 
 

 
 
 
The Senior Manager should be the lead person in developing the Human 
Resource Plans 
 

 Council or Board members will have input on the mission, vision, 
principles, values and the priority areas of the organization 
 

 senior managers and supervisors will have input on future human 
resource needs as well as the current human resource supply 

 

 employees who will have input on their own capabilities and 
competencies 
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When Human Resource Plans Should Be 
Completed 

Uses of Human Resource Plans 

 
 
 
 
It is a good idea to have Human Resource Planning as part of the 
strategic and/or budgeting process and have it updated on an annual 
basis.  
 

 HR Plans should also be updated on an annual basis for operational 
reasons  
 

 for example, new strategies will have to be developed to replace these 
staff or to train existing staff to take over their positions.  

 

 HR Plans should also cover a multi-year period, generally three to five 
years.  

 

 the better prepared the community government is, the more success 
they will have at filling gaps between human resource needs and 
human resource supply 

 
 
 
 
 
Human Resource Plans have a number of uses including: 
 

 HR Plans communicate the mission, vision, principles and values of an 
organization in terms of its human resources. This provides 
council/board members, managers and employees with a common 
vision and direction which is critical to achieving a common goal 
 

 HR Plans identify the priorities of the community government and allow 
for the development of strategies to meet those priorities 

 

 HR Plans identify new programs and services and allow for community 
governments to develop or hire the staff needed to deliver them 
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Tools and Resources 

Section 2) How to Guide 

 HR Plans provide organizations with a big picture perspective of their 
human resource needs, supply and gaps  

 

 HR Plans form the basis for all other HR programs including 
recruitment, training and development  

 
From this information the community government can implement HR 
programs and policies to ensure the CG has the human resource capacity 
required to deliver quality programs and services.  
 
 
 

 
 
 
In order to complete a human resource plan, your community government can 
use the format and materials provided in this manual. Regional MACA staff 
has also been trained in completing human resource plans and can provide 
assistance in helping you to develop your own plan. 
 

 
 
 
 
 
There is no standard method or format for creating a Human Resource Plan. 
The method and format that we have developed is designed specifically for 
northern community governments. We have tried to develop a format that will 
meet most community government human resource planning needs, while 
ensuring that it is simple, effective and easy to use.  
 
It is recommended that the human resource plan be compiled by either the 
SAO or the HR Representative with input from Council/Board members, 
senior managers and staff.  
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Step 1) Establish the Vision and Mission 
Statements 

 
 
 

 
 
The first section of the HR Plan should state the vision and mission 
statements for the community government.  
 

 these statements should be seen as guiding principles in the 
development of any human resource plan 
 

 it is important that employees are aware of the vision and mission of 
the community government and that human resource policies and 
programs be designed with each of these statements in mind 

 
 
 

Step 2) Establish the Community Governmentôs 
Principles and Values 
 
 
The principles and values of an organization are extremely important. 
These are the ways in which all Council/Board members and staff are 
expected to act or behave while completing their respective duties.  
 

 identifying the principles and values will tell your employees what you 
expect of them.  

 
 

Step 3) Establish Priority Areas for Human 
Resource Development 
 
 
The priorities section of the human resource plan is important because 
it identifies the human resource needs that require the most immediate 
attention.  
 

 different communities will have different priorities 
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Step 4) Describe the Current Programs and 
Services or Departments 

Step 5) Provide the Current Organizational 
Structure 

 for example, one community may have a community works program 
that is very effective and therefore is not a big priority for human 
resource development. In another community there may be a serious 
need for upgrading the skills, knowledge and attitudes of community 
works staff to ensure the delivery of safe drinking water, to ensure safe 
roads and buildings and/or to ensure that sanitation systems are 
properly maintained  

 

 the priorities of a community government could be defined by the 
Council/Board with the assistance of the Senior Manager on an annual 
basis 

 
 
 

 
 
 
 
The human resource plan should also provide a brief overview of the 
current programs and services or departments provided by the 
community government.  
 

 the programs and services provided by the community government will 
determine the number and type of jobs required as well as its 
organizational structure 

 
 

 
 
 
 
 
The current organizational structure should show how the community 
government is organized. This is generally done through an 
organization chart.  
 

 the way in which the community government is structured should be 
determined by the senior managers and approved by the 
Council/Board 
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Step 6) Describe Anticipated Programs and 
Services 

 

 
 
 
 
 
This is an important section for many community governments who are 
planning to take on additional powers and responsibilities over the next 
few years.  
 

 this section will allow community governments to anticipate human 
resource needs as a result of new programs and services and 
therefore develop strategies to meet those needs  

 
 

Step 7) Provide the Anticipated Organizational 
Structure 
 
 
The anticipated organizational structure should show how the 
community government would be organized once the new programs 
and services are implemented.  
 

 the way in which the community government will be structured should 
be determined by the senior managers and approved by the 
Council/Board 

 
 
 

Step 8) Environmental Scan 
 
 
An Environmental Scan consists of a Workforce Analysis, an Internal 
Scan and an External Scan.   
 

 A workforce analysis is a key component in Human Resource 
Planning.  The Workforce Analysis allows you to understand your 
workforce and plan for projected shortages and surpluses in specific 
occupations and skill sets.  A workforce analysis includes: 

 analyzing employment information for occupational categories 
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 analyzing the skills/competencies of the workforce 

 recording internal workforce trends such as vacancy and 
turnover rates 

 

 An Internal Scan identifies factors internal to the organization that may 
affect Human Resource capacity to meet organizational goals.  An 
internal scan may include: 

 changes in program delivery 

 changes to collective agreements 

 anticipated changes to funding levels 

 changes in leadership priorities 

 corporate culture change 

 client satisfaction 
 
 

 The External Scan determines the most important environmental 
factors expected to affect the workforce capacity, given known 
operational and human resource priorities and emerging issues.  The 
external scan may include: 

 current workforce trends 

 demand and supply in growing occupations 

 current and projected economic conditions 

 technological advances which may make present positions 
obsolete or create new positions 

 immigration or migration patterns that may affect your workforce 
capacity 

 

 
Step 9) Gap Analysis 

 
 
Based on an analysis of the environmental scan and operational 
business goals, the Gap Analysis determinates the organizationôs 
current and future Human Resource needs.  Important questions 
include: 
 

 Are you experiencing a skills shortage in specific occupational groups? 

 Will changes in programs/services require new skills? 

 Do you have qualified people to feed your management positions? 
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Step 11) Succession Plans 
 

Step 10) Priority Setting 
 

 Have employment equity obligations been met? 

 Have you conducted a risk assessment to ensure you have the people 
critical to your business success? 

 

 
 
 
 
Considerations for priority setting are based on the organizationôs 
priorities, environmental scan and Human Resource performance 
related data. 
 

 Consider your major Human Resource priorities 

 Determine what strategies will achieve the desired outcome 

 Develop work plans to achieve the desired outcome 
 
 
 

 
 
 
Succession plans identify specific human resource needs, supply, gaps 
and strategies for each program and service area.  
 
Succession Planning is one of the tools used in Human Resource Planning.   
 

 a Succession Plan is a plan to fill future positions with present workers 

 information from Succession Planning can be used to build Training 
Plans 

 Succession Planning can assist in retaining corporate knowledge 

 Succession Planning can identify future leaders within the organization 

 Succession Planning can assist with employment equity targets 
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Section 3) Samples  
 

 
 

  
 

 
Hamlet of Northtown 

 
Human Resource Plan 
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Human Resource Plan Checklist 
Item Date 

completed 

  
Vision and Mission Statement 
 

 

 
Principles and Values  
 

 

 
Priorities for Programs and Services 
 

 

 
Current Programs and Services Updated 
 

 

 
Current Organizational Structure Up-to-date 
 

 

 
Anticipated Programs and Services documented 
 

 

 
Anticipated Organizational Structure documented 
 

 

 
Environmental Scan consisting of 

 Workforce analysis 

 Internal scan 

 External scan 

 

 
Gap Analysis  

 

 
Human Resource priorities documented 

 

 
Human Resource Work Plan developed 

 

 
Succession Plan implemented 
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1) Vision and Mission Statement 
 
 
The vision of the Municipality of Northtown is to provide the residents with a 
safe, clean and healthy community in which to live, grow and prosper.  
 
 
The Mission of the Municipality of Northtown is to provide municipal programs 
and services in a caring, courteous and respectful manner. 
 
 

2) Principles and Values 
 
The Principles and Values of the Municipality of Northtown are: 
 

 to be courteous and caring 

 to be honest  

 to be ethical 

 to avoid situations where there is, or may be, conflicts of interest 

 to provide programs and services in an effective and efficient manner 
 
Both Town Counsellors and staff are expected to live up to these principles 
and values to the best of their abilities.  
 
 

 3) Priorities 
 
The Municipal Council of Northtown has identified the following as priority 
areas: 
 

1) The delivery of safe community works programs and services including 
drinking water, sanitation and road and airport maintenance 
 

2) Maintaining a safe community environment through the Office of the 
By-Law Officer 
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3) The delivery of programs and services aimed at building a healthy 
community including: 

 

 sport and recreation programs 

 programs for youth and elders 

 drug and alcohol and social assistance programs and services 
 

4) Maintaining effective and efficient municipal financial and 
administrative services  

 
 

4) Current Programs and Services  
 
The Municipality of Northtown provides programs and services in the 
following areas: 
 
Á SAO/Finance and Administration ï the Senior Administrative Officer 

provides overall management and direction for staff. The Finance and 
Administration Section is responsible for maintaining all financial, 
human resources and administrative programs, services and systems.  

 
Á By-Law ï the By-Law Office is responsible for enforcing Municipal By-

Laws and maintaining a safe community  
 
Á Recreation ï the Recreation Section is responsible for developing and 

delivering sport and recreation programs as well as maintaining 
recreation facilities including the ice arena and playground areas 

 
Á Community Works ï the Community Works section is responsible for 

building, upgrading and maintaining all community works systems and 
facilities including buildings, roads, airports and water treatment 
facilities as well as for delivering community works programs and 
services such as water delivery and sanitation disposal 

 
Á Lands Administration ï the Lands Administration Section is responsible 

for developing land use policies and procedures and reviewing land 
use applications 
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5) Current Organizational Structure 
 
 

Municipal 

Council 

SAO 

Recreation 

Coordinator 

Lands Officer Finance 

Officer 
Works 

Foreman 

Secretary 

Mechanics (2)  Water Truck 

Driver

 Mechan

ic 
HEOs (2) Sewage Truck 

Drivers (2) 

Building 

Maintainer  

Apprentice 

Building 

Maintainer 

Human 

Resources 

Officer 

Administration 

Clerk 

Administration 

Clerk 

Administration 

Clerk 

Bylaw Officer 



Community Government  
Human Resource Development System  

 

 

   

 

 CGHRDS June 2008   Page 21 

C
h

a
p

te
r 2

: H
u

m
a

n
 R

e
s
o

u
rc

e
 P

la
n

n
in

g
 

6) Anticipated Programs and Services 

 
Within the next three years the Municipality of Northtown expects to take over 
or develop the following Community Services programs and services: 
 

 Income Support ï the Income Support Program will be transferred to 
the Municipality during the current fiscal year 

 

 Employment Counseling ï the municipality will establish an 
employment counseling service to assist residents to get jobs in the 
growing non-renewable resource sector  

 

 Alcohol and Drug Counseling ï within three years the municipality will 
take over responsibility for Alcohol and Drug Counseling programs and 
services 
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7) Anticipated Organizational Structure 
 
 Municipal 

Council 

SAO 

Recreation 

Coordinator 

Finance 

Officer 

Works 

Foreman 

Secretary 

Mechanics (2)  Water Truck 

Driver

 Mechan

ic 
HEOs (2) Sewage Truck 

Drivers (2) 

Building 

Maintainer  

Apprentice 

Building 

Maintainer 

Human 

Resources 

Officer 

Administration 

Clerk 

Administration 

Clerk 

Administration 

Clerk 

Director, 

Community 

Services 

Income 

Support 

Worker 

Employment 

Officer 

Income 

Support/Emp 

Clerk 

Alcohol and 

Drug 

Counselor 

Positions  

Lands Officer 
Bylaw Officer 
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 8) Environmental Scan 
 

Occupation Workforce 
Analysis 

Internal Scan External Scan 

SAO - 1 Current SAO 
plans to resign 
within 2  years 
5 year turnover 
rate ï 0% 

Projected 
vacancies -1 
No one available 
within 
organization to fill  

Trainee available 
from community 

Finance Officer - 1 Present finance 
officer plans to 
stay but 
requires 
training & 
development 
5 year turnover 

rate ï 50% 

Projected 
vacancies - 0 
Need to 
implement 
training plan 

N/A at this time 

HR Officer ï 1  Position 
presently 
vacant 
5 year turnover 
rate ï 100%  

Projected 
vacancies - 0 
Need to train HR 
officer  
1 clerk potential  

N/A at this time 

Administrative 
Clerk - 3 

3 clerks ï 
1 going on 
maternity leave 
within six 
months 
1 to assume 
HR Officer 
position 
5 year turnover 
rate ï 75% 

Projected 
vacancies ï 1 
Need to hire 1 
term clerk for 
maternity leave 
1 secretary has 
potential to 
become clerk 

Should be able to 
hire clerk from 
local community 
for maternity 
leave 

Secretary - 1 To assume 
Adm clerk 
position within 
1 year 
5 year turnover 
rate ï 0% 

Projected 
vacancies ï 1 
No one available 
within 
organization to fill 
position 

Should be able to 
hire secretary 
from local 
community 
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9) Gap Analysis 

Item Yes/No Strategies to 
Correct 

Are you experiencing a skills 
shortage in specific occupational 
groups? 

No N/A 

Will changes in program delivery 
require the acquisition of new skills? 

None planned N/A 

Have you identified the positions 
critical to your business success? 

Finance Officer 

HR Officer 

Training in place 
for both positions 

Do you have enough qualified staff 
to feed the critical positions? 

No Training to be 
provided to other 
employees for 
replacement of 
these positions 

 

Have employment equity obligations 
been met? 

Yes N/A 

Have you conducted a risk 
assessment of elements of the 
environmental scan critical to your 
organizationôs success (probability 
of occurrence and projected 
impact)? 

Yes Leadership and 
skills training 
being 
implemented 

Are budget considerations factored 
in to the priorities? 

Yes All positions 
within budget 

Is it possible to leverage 
resources/expertise through 
partnerships with other 
organizations? 

Not at this time Options being 
explored 
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Is the Human Resource strategy 
being shared with all players? 

Yes Regular weekly 
communications 
at staff meetings 

Is the role of the various 
stakeholders being considered? 
(clients, other departments) 

Yes Information 
shared at 
management 
meetings 

 
10) Human Resource Priorities 

The Municipal Council of Northtown has identified the following as Human 
Resource priority areas: 

 Implementation of Training Plans for identified employees 

 Hiring of apprentices in targeted occupations using employment equity 

 Recruitment to fill new positions using employment equity 
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11) SAO/Finance and Administration Work Plan 
 

PRIORITY ACTION RESPONSIBIL
ITY 

COMPLETION 
TARGET 

UPDATE 
OCTOBER 

 
 
 
 
Develop and 
Implement 
Training 
Plans for 
Identified 
Employees 

Identify 
employees 
through Needs 
Assessment and 
gap analysis 

HR Officer 
SAO 
 

April 30 4 employees identified 
 

Identify 
succession 
planning 
opportunities 

HR Officer 
SAO 

May 30 Opportunities 
identified 

Develop training 
plans based on 
opportunities and 
potential 

HR Officer 
SAO 
Employee 

July 30 Training plans 
developed for (SAO 
Trainee, Finance 
Officer, Clerk, 
Secretary) 

Implement 
training plans 

SAO 
Employee 

Oct. 30 3 training plans 
implemented 
Finance Clerk training 
plan to be 
implemented starting 
Nov. 

Monitor progress 
& revise training 
plans as 
necessary 

SAO Ongoing 
as per 
training 
plans 

SAO reviewing 
progress monthly 

 
Hire 
apprentices 
for targeted 
occupations 

 
N/A to Finance 
and 
Administration 

 
N/A 

 
N/A 

 
N/A 

 
 
Recruit to 
new 
positions 

 
Identify positions 
requiring 
recruitment from 
gap analysis 
 

 
HR Officer 
SAO 

 
April 30 

 
 
 

 
Positions identified 
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Implement & 
complete 
recruitment 
process 

HR Officer 
SAO 

Sept. 30 Recruitment 
completed for all 
positions 
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12) Succession Plans 

Succession Planning Checklist 
 
 

ITEM 
 
RESPONSIBILITY 

 
TIME LINE 

 
COMMENTS 

 
Map employeeôs 
demographic information 
by service area on 
organizational chart. 
Include:  
-name 
-position 
-d.o.b. 
-date of hire  

 
HR Officer 

 
 

 
 

 
Project retirement dates 
for all employees  

 
HR Officer 

 
 

 
 

 
Project 5 year vacancies 
based on environmental 
scan & retirement dates 

 
HR Officer 

 
 

 
 

 
Use Needs Assessment 
Data to project internal 
position matches 

 

HR Officer 

SAO 

 
 

 
 

 
Complete & Implement 
Training Plans to prepare 
present employees for 
future opportunities 

 
HR Officer 

SAO 

Employees 

 

 
 

 
 

Complete Succession 
Plan based on position 
matches 

HR Officer 

SAO 
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a) SAO/Finance and Administration Succession Plan 
 

HR Needs HR Supply Gaps (Current and 
Anticipated) 

Strategies 

1 SAO 1 SAO Current SAO plans to 
resign within 2 years 

SAO Trainee has 
been hired from the 
Community and will 
be able to assume 
SAO duties within 
two years 

Finance Officer 1 Finance Officer Finance Officer 
requires further 
training and 
development 

Training and 
development plan 
has been established 
 
 

1 HR Officer No HR Officer 
Available in 
community  

Need to train HR 
Officer  

1 Clerk currently 
being trained to 
assume HR Officer 
position in future 

3 
Administrative 
Clerks 
 

3 Administrative 
Clerks 

1 Administrative 
Clerk to assume HR 
Officer position within 
1 year  
1 Administrative 
Clerk to be on 
maternity leave 
within six months 

Secretary being 
trained as 
Administrative Clerk 
to assume 
Administrative Clerk 
position in future 
1 Administrative 
Clerk to be hired on 9 
month term position 
to replace Clerk 
going on Maternity 
Leave 

1 Secretary 1 Secretary Secretary to assume 
position of 
Administration Clerk 
within one year 

Hire Secretary from 
community once 
position becomes 
vacant 
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b) Community Works Program Succession Plan 
 

HR Needs HR Supply Gaps (Current and 
Anticipated) 

Strategies 

1 Works 
Foreman 

1 Works Foreman Works Foreman to 
retire within 2 years 

Providing Mechanic 
with OTJ to replace 
Works Foreman 

2 Mechanics 1 Mechanic Need to hire 1 
Mechanic 
immediately  
Need to replace 
second Mechanic 
within 2 years 

* Hire 1 Mechanic 
immediately 
Hire Apprentice 
Mechanic ASAP 

1 Water Truck 
Driver 
 

1 Water Truck 
Driver 

No Gap No Strategy required 
 
 

2 Sewage 
Truck Drivers 

1 Sewage Truck 
Driver 

Need to hire second 
water truck driver 

* Hire and train 
second sewage truck 
driver 
 

2 Heavy 
Equipment 
Operators 
 

1 Heavy 
Equipment 
Operator 

Need to hire second 
HEO 

* Hire 1 HEO or 
apprentice HEO 
 

1 Journeyman 
Building 
Maintainer 
 

1 Journeyman 
Building 
Maintainer 

No Gap No strategy required 
 
 

1 Apprentice No apprentices 
available in the 
community 

Need to hire an 
Apprentice 

Need to hire 1 
apprentice 
journeyman from the 
community 
 
 

 
* indicates high priority 
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c) Community Services Succession Plan (to be implemented 
over next three years) 
 

HR Needs HR Supply Gaps (Current and 
Anticipated) 

Strategies 

1 Director, 
Community 
Services (within 
1 year) 

No qualified 
Director, 
Community 
Services available 
in community 

Ned to hire Director 
Community 
Services 

Hire Director, 
Community Services 
from outside 
community for 2 year 
term 

1 Income 
Support Worker 
(within 2 years) 

1 Income Support 
(currently with 
GNWT) 

No Gap Income Support 
Worker expected to 
transfer to 
Municipality 
 
 

½ time Income 
Support Clerk  
(within 2 years) 

Qualified 
administrative staff 
available in 
community 

Need to hire ½ time 
administrative staff 
once program 
transferred 

Hire full time 
administrative clerk 
with ½ time duties for 
Income Support and 
½ time for 
Employment Clerk  

1 Employment 
Officer (within 1 
year) 
 

No Employment 
Officer available in 
community  

Need to train 
Employment Officer 

Train the current 
Finance Clerk to take 
over responsibilities 
as Employment 
Officer  
 

½ time 
Employment 
Clerk  (within 1 
year) 

Qualified 
administrative staff 
available in 
community 

Need to hire ½ time 
administrative staff 
once program 
transferred 

Hire full time 
administrative clerk 
with ½ time duties for 
Income Support and 
½ time for 
Employment Clerk  

Alcohol and 
Drug Counselor 
(within three 
years) 
 

No qualified Alcohol 
and Drug 
Counselor 
currently available 
in community 

Need to hire A&D 
Counselor 

Hire A&D Counselor 
Trainee and provide 
education and 
training necessary for 
the position 
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Section 4) Workbook  
 

 
1) Vision and Mission Statement: 
 
Write down the vision and mission statement for the Community Government. 
If the Community Government does not have a vision and mission statement 
either ask the Senior Manager and the Council/Board to develop one or skip 
this section.  
 
 
 

 
 
 

Vision statement: What the Community Government wants to achieve. 

Mission statement: What the Community Government does.  
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2) Principles and Values 
 
Write down the principles and values and/or code of ethics of the Community 
Government. If the Community Government does not have a documented set 
of principles and values or code of ethics, ask the Senior Manager and 
Council/Board to develop one or skip this section.  
  

Principles and Values:  
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3) Priorities 
 
Write down the priority areas of the Community Government. If the 
Community Government does not have priority areas, ask the Senior 
Manager and Council/Board to develop them or skip this section.  

Priority areas for human resource development:  



Community Government  
Human Resource Development System  

 

 

   

 

 CGHRDS June 2008   Page 35 

C
h

a
p

te
r 2

: H
u

m
a

n
 R

e
s
o

u
rc

e
 P

la
n

n
in

g
 

4) Current Programs and Services  

 
Briefly describe each of the program and services or departments of 
the community government. Each section should only require a one or 
two sentence description. (make copies of this page if necessary) 

 
 

Programs and Service or Departments: 
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5) Current Organizational Structure 
 

Include a current organization chart. 
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6) Anticipated Programs and Services 

 
Describe any programs and services that the community government 
anticipates taking over in the next three to five years. 

 
 
 Anticipated programs and services: 
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7) Anticipated Organizational Structure 
 
Include anticipated organizational chart including new positions or sections to 
be added. 
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8) Environmental Scan 

 

Occupation Workforce 
Analysis 

Internal Scan External Scan 
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9) Gap Analysis 

Item Yes/No Strategies to 
Correct 
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10) Succession Plans 
 

 
HR Needs 

HR Supply Gaps (current 
and 

anticipated) 

Strategies 
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CChhaapptteerr  33))  JJoobb  DDeessccrriippttiioonnss  

Section 1) Background Information 

  
 
 
 
 
 
 
 
A job description is a 
written statement that 
describes a specific job. 
Job descriptions are not 
designed to describe 
each and every detail of 
a given job. All jobs are 
complicated and it is 
impossible to identify 
everything that a person 
does in his/her job during 
the course of a day. 
Instead job descriptions 
describe the key 
elements of a job that 
are essential to 
performing that function.  
 
Job descriptions are like the blueprint for a house. It provides the basic 

information about the job that you need in 
order to know who to hire, how to 
evaluate the employee and what training 
and development may be required. Just 
as it does not make sense to build a 
house without a blueprint, it does not 
make sense to hire or evaluate staff 
without an accurate, up to date job 
description. 
 
Job descriptions are specific to an 
organization. Job descriptions for the 

similar positions it two different community governments may be very 

 Appendix 
 
See Appendix 3a for 
information on 
Competency-based job 
descriptions.  
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Who Should Develop Job Descriptions 

different, even though they do much the same function.  The differences will 
be based on the systems used, the size and priorities of the community 
governments, whether the positions supervise staff and so on.  
 
Effective job descriptions are clear, concise and up to date descriptions of the 
essential elements of a job. They are written in plain language and do not try 
to either downplay or inflate the responsibilities and requirements of a job. 
 
 
 

Why Job Descriptions are Important 
 

 
Job descriptions are an integral part to the human resource 
development system.  
 

 they form basis for all other human resource development functions 
 

 job descriptions are used as the basis for such activities as recruitment 
and selection; performance evaluations and training and development 

 
 
 

 

 
 
 
Job descriptions should be 
prepared as a team effort.  
 

 senior officers, supervisors 
and employees should all 
have input into the job 
description  
 

 final say on what goes into a 
job description is left to the 
senior manager  

 
 

  Tip  
 
Jobs are constantly changing. New duties 
are often added while old ones may be 
removed. This is increasingly true as new 
technologies, processes, procedures and 
functions are introduced into the 
workplace. These changes should be 
reflected in the job description. 
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When Should Job Descriptions be Reviewed 
 

 
 
 
Job descriptions should be reviewed on a regular basis, such as once a 
year.  
 

 job descriptions should also be revised whenever there is a significant 
change to the position  

 

 a significant change means a change, addition or deletion of a major 
responsibility and/or the introduction of a new knowledge, skills or 
attitudes 

 
 

 

The Uses of a Job Description 
 
 
Job descriptions fulfill a number of purposes including. 

 

 describe the position ï   job 
descriptions provide an overview of 
the position including the purpose, 
scope, responsibilities, 
competencies and working 
conditions 

 

 evaluate the job ï job descriptions 
are used to evaluate the value of 
the job in relation to other jobs in 
the organization as well as other in 
comparison to similar jobs in other 
organizations 

 
 

 recruitment and selection ï job descriptions form the basis for 
recruitment and selection criteria 

 

 Appendix 
 
Appendix 3b provides 
information on the 
standard format for job 
descriptions in the north. 
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 orientation ï job descriptions help new employees become familiar 
with their job and provide an overview of the entire organization 

 

 performance evaluation ï job descriptions describe the 
responsibilities and tasks that the incumbent will be measured against 
 

 training and development ïjob descriptions can be used to identify 
where employees require training and development 
 

 legal Issues ï job descriptions form part of the contract with an 
employee and can be used as a legal basis in the event of a grievance 
or law suit 

 
 

 

 Tools and Resources 
 
 
There are a number of tools and resource available that can help you to 
complete job descriptions including:  
 

 

 current job descriptions - current job descriptions are excellent 
resources for creating or updating a job description  

 

 Community Government Training Needs Assessment Tool ï an 
excellent resource to identify competencies required for a specific 
position 

 

 occupational standards/DACUM charts - occupational 
standards/DACUMs provide more in-depth information about specific 
jobs 
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Section 2) How to Guide 

 GNWT User Guide For Writing Job Descriptions - the GNWT has 
developed a guide for writing job descriptions in the format used in this 
manual 

 

 National Occupation Classification (NOC) - the NOC is a publication 
of the Federal Government of Canada that contains position profiles 
and job information on literally hundreds of jobs across Canada 

 
 

 
 
 
Creating or updating a job description does not have to be complicated, 
although it can be time consuming. In some cases job descriptions will only 
require a little fine tuning. In other cases they may require serious revision ï 
especially if they have not been looked at in several years. In any case it is 
important for job descriptions to be accurate, current and meaningful so that 
both the employer and the employee have a clear understanding of the job.  

 
Job descriptions should always be very clear and written in plain language. 
They should accurately reflect the purpose, scope, responsibilities, 
competencies and working conditions of the job without over inflating or 
undervaluing the positionôs importance. They should also be written in such a 
way that they can be used for other human resource activities such as: 

 

 recruitment and selection 

 orientation 

 performance evaluation, and 

 training and development  
 

Following are the steps for completing a job 
description.  
 

Sample Sheet  
 
A sample job description 
has been included in the 
Samples Section  
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Step 1) Gather and Review Background 
Information 

Step 2) Prepare the Job Description 

 
 

 
 
The first step in developing a good job description is to gather and 
review the background information.  
 

 there are a number of ways in which 
information concerning a job 
description can be gained 

 

 the ways to gather the information 
you need is described in Appendix x 
 

 from this information it will be 
possible to prepare the Job 
Description 

 
 
 

 
 

 
The next step is to prepare the actual job description. Following are 
guidelines for completing each section of the job description: 

 
a) Identification 
 
This section provides basic information about the position.   
 

 basic information includes the position title, name of the 
community government, community and division  

 
 

 Appendix 
 
See Appendix  4a for more 
on how to gather 
information for a job 
description.  
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b) Purpose 
 
The purpose statement describes the primary reason that the position 
was created, the desired outcome of the position and the legislation 
and rules by which the position must abide.  

 

 the purpose statement should be kept to no more than one or 
two lines and be written in clear, plain language 

 
When developing the purpose statement it is best to break it down into 
the three parts by asking the following question:  
 

 Why is the position being created? (use the is responsible for 
statement) 

 What is the desired outcome? (use the in order to statement) 

 What legislation and rules does the position have to follow? (use 
the within the context of statement) 

 
 

c) Scope  
 
The scope of the position describes the magnitude as well as the 
impact the position has on the organization, other organizations, the 
community and the public.  
 
When developing the Scope Section keep in mind both the magnitude 
and the impact of the position ask the following questions: 

  

 Who does the position report to? 

 Does the position supervise any staff? 

 Is the position responsible for a budget, programs or 
services? 

 Does the position have a direct impact on the organization or 
on other organizations and businesses? 

 What would be the result if the duties of the position were 
not fulfilled? 
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d) Responsibilities and Tasks  
 
The responsibilities and tasks section of the job description describes 
the key responsibility areas, the expected outcomes of those areas 
and the tasks that are required in order to meet the responsibilities.  

 

 a job description should include no more than six to eight key 
responsibilities and six to ten tasks per responsibility  
 

 good sources of information for the responsibility areas are: 
 

 Community Government Training Needs Assessment Tool 

 Occupational standards/DACUM charts 

 other job descriptions 

 the National Occupational Classification (NOC) 
 

In completing this section ask the following questions: 
 

 What are the major areas that the position is responsible for? 

 What is the best way to group those responsibilities? 

 What is the priority of the responsibility areas? 

 Why are these areas important? 

 What major tasks or activities are required in order to complete the 
responsibility area? 

 
 
e) Competencies 
 
The competencies section of the job description describes the 
knowledge, skills and attitudes required in order to be competent in the 
position.  
 

 essential competencies are ones that a person must have in order 
to do the job  

 

 beneficial competencies are ones that would make doing the job 
easier but are not absolutely required  
 

 the competencies section should also include any Bona Fide 
Occupational requirements or BFORs 
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 good sources of information for the competencies are: 
 

 Community Government Training Needs Assessments 

 occupational standards/DACUM charts 

 other job descriptions 

 The National Occupational Classification (NOC) 
 

In completing this section ask the following questions: 
 

 What knowledge does a person require in order to do this job? 

 What skills are required? 

 What attitudes are necessary for the job and to fit into the 
organization? 

 Are there are BFORs that are required for the position? 

 How would the person normally expect to attain these 
competencies?  

 
f) Working Conditions 
 
This section identifies the physical, environmental, sensory and mental 
demands of a position. It is important in the north because people are 
expected to work in such extreme environmental conditions. 

 
Á physical demands include the level and amount of physical activity 

required to complete the duties of a position 
 

Á environmental demands include the environment in which the 
employee is expected to work including exposure to unpleasant or 
dangerous elements, extremes of temperature, noise levels, dust 
and so on 

 
Á sensory demands include the level and amount of sensory 

requirements for a position such as exposure to smells, the level of 
eye strain, the need for touching, sound levels and so on  

 
Á mental demands include the level of mental or emotional fatigue 

created by the position and includes exposure to mentally or 
emotional draining situations, the need for concentration, boredom 
from work repetition and the amount and urgency of deadlines 

 
 



Community Government  
Human Resource Development System  

C
h

a
p

te
r 

3
: 

J
o

b
 D

e
s
c
ri

p
ti
o

n
s

 
                                                          

                                       

 

Page 52 CGHRDS June 2008  

Step 3) Review the Job Description 

 
When completing this section ask the following questions: 
 

 Does the position work under harsh or extreme weather 
conditions? 

 Is there much physical activity involved (i.e. heavy lifting, 
walking, standing? 

 Is there exposure to distasteful or dangerous substance, 
chemicals, etc.? 

 How much concentration is required? 
 
 
 

 
 

 
Once you have prepared the job description, it is important to have it 
reviewed. Job descriptions should be reviewed by: 
 

The incumbent - The incumbent will likely have the most 
detailed view of what is involved in the job and should be able to 
make comments and recommendations, however, the final 
decision about what to include (or not include) rests with the 
management of the organization. 

 
The supervisor ï the supervisor of the position will have a 
good idea of what should be included in the position as well as 
the knowledge, skills and attitudes required for the position. 

 
The senior manager ï the senior manager of the organization 
should review the job description to ensure it fits into the overall 
organizational design and meets the goals of the organization. 

 
The human resources representative ï the person 
responsible for human resources should review all job 
descriptions to ensure they are written in plain language, are 
understandable and do not include systemic barriers or areas of 
potential discrimination. 
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Step 4) Approve the Job Description  
 

 
The final step is to approve the job description.  

 
 

 the incumbent, the supervisor and the senior manager should 
sign the job description  

 

 a copy of the signed job description should be kept on the 
employees personnel file 
 
VERY IMPORTANT 
 
If the job description is being re-written, and the community 
government is unionized, the draft job description may need to 
be reviewed by a Union representative before being approved. 
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Section 3) Samples  
  

 
 

Hamlet of Northtown 
 

Position Description 
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1) Identification  
 

Position Title Finance Officer 

Position Number 222-2222 

Department Finance and Administration 

Financial Code 148361 - 100 

 
 

2) Purpose of the Position 
(The main reasons for creating the position, what the expected 
outcomes will be and the context of the position) 
 
The Finance Officer is responsible for managing all financial and 
administrative responsibilities and systems of the Hamlet in order to ensure 
that financial and administrative matters are maintained and completed in an 
accurate and timely manner.  The Finance Officer works within the context of 
the Hamlet Act, Hamlet By-Laws and generally accepted accounting 
principles. 
 
 

3)  Scope 
(Describe the magnitude and impact of the position) 
 
The Finance Officer reports to the Senior Administrative Officer and 
supervises the Accounts Payable/Accounts Receivable Clerk and the 
Administrative Clerk. He/she is responsible for managing all financial 
transactions which for a total budget of over $20 million dollars. He/she is 
responsible for preparing the budget, ensuring that payments are made and 
revenues collected. He/she has signing authority to a maximum of $10,000. 
The Finance Officer is responsible for ensuring that all computer and office 
equipment is maintained and in running order.  
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The Finance Officer has a direct and substantial impact on the entire 
organization by ensuring that financial reports are completed and that 
financial transactions and payroll are managed in a an accurate and timely 
manner. The Finance Officer has a direct and substantial impact on other 
businesses in the community by ensuring that vendors and service providers 
are paid in an accurate and timely manner.  
 

4) Responsibilities 
(Describe the major responsibilities of the position and the tasks 
required to achieve those responsibilities) 
 
1) Prepare the Hamletôs budget, produce financial statements and reports, 

and provide financial advice in order to ensure the Hamlet has the 
required financial resources to meet expenditures and that finances are 
monitored in an effective and ongoing manner. 

 
Tasks: 

ǒ identify priorities of the organization 
ǒ assist with development of the capital plan 
ǒ analyze historical data and review year to date expenditures 
ǒ consult with department heads concerning estimated 

expenditures 
ǒ estimate annual revenues 
ǒ prepare and submit draft budget for approval 
ǒ implement and amend budget as required 
ǒ monitor hamlet revenues and expenditures and prepare 

financial reports including income statements, balance sheets 
and variance reports 

ǒ prepare required financial reports for funding agencies 
 

2) Manage Hamlet financial transactions, maintain cash controls to ensure 
that payments and receivables are processed and accounted for in an 
accurate and timely manner. 

 
Tasks: 

ǒ ensure that all accounts payable, accounts receivable, revenue 
and general ledger transactions are processed and maintained 
in a timely manner 

ǒ set up the Chart of Accounts and ensure entries are coded 
correctly 

ǒ make corrections to entries as required 
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ǒ reconcile the accounts payable, accounts receivable and 
general ledger accounts 

ǒ implement cash controls and manage the cash flow 
ǒ prepare trial balances and reconcile bank statements 
ǒ respond to customer and vendor enquiries concerning 

payments 
ǒ prepare aged listings for vendors and customers 
ǒ prepare monthly financial statements 
ǒ manage year-end close out procedures 

 
3) Assist with preparation of the Audit I order to ensure that the audit is 

processed in a timely manner. 
 

Tasks: 
ǒ follow generally accepted accounting principles (GAAP) in 

completing financial duties 
ǒ follow audit preparation instructions 
ǒ respond to audit queries 
ǒ review draft audit statements 
ǒ submit audit for approval 
ǒ submit audit to funding agencies 
ǒ act on audit recommendations 

 
4) Manage human resource and payroll functions in order to ensure that 

human resource and payroll activities are processed and maintained 
according to Hamlet policies and bylaws. 

 
Tasks: 

ǒ assist with human resource administration 
ǒ administer personnel policies and directives, collective 

agreements, employment bylaws and agreements 
ǒ process TD1 forms and set up employee files 
ǒ verify time sheets 
ǒ calculate salaries and employee benefits 
ǒ prepare payroll summaries 
ǒ process pay cheques including making appropriate deductions 
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5) Supervise and develop financial and administrative staff in order to ensure 
that staff members are fully competent and productive. 

 
 
Tasks: 

ǒ interview and hire staff 
ǒ conduct orientation sessions and complete performance 

appraisals 
ǒ develop work schedules, delegate work and monitor employee 

progress 
ǒ develop training plans and provide on the job training, coaching 

and mentoring 
ǒ take progressive action when required 

 
6) Manage the office and maintain administrative functions in order to ensure 

the office is productive and administrative tasks are completed in an 
accurate and timely manner. 

 
Tasks: 

ǒ set up and maintain filing systems 
ǒ purchase goods and services 
ǒ attend meetings and take minutes 
ǒ assist with the development and implementation of financial 

policy and procedures and update manuals 
ǒ ensure office equipment is maintained and repaired  

 
7) Complete other related duties as required 
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KNOWLEDGE, SKILLS AND ATTITUDES 
(The knowledge, skills and attitudes required for satisfactory job performance) 
 

Knowledge  
 
The incumbent of this position requires a sound knowledge of financial and 
administrative policies and procedures.  This includes knowledge of financial 
legislation, financial policies and procedures and generally accepted 
accounting principles. The incumbent requires specific knowledge in accounts 
payables and accounts receivables, budgeting processes, bank 
reconciliations, variance and financial reporting, cashflow systems and year-
end financial procedures.  The incumbent also requires knowledge of the 
organization and structure of the campus and the college. The incumbent 
must have knowledge of the following computer programs: computerized 
financial and accounting systems, word processing, spreadsheets, e-mail and 
database systems. 
 

 Skills 
 
The incumbent of this position requires skills in the areas of: 

analytical thinking accounting bookkeeping 

budgeting client service data entry 

listening organizational 
planning and problem 

solving 

team building and 
supervisory skills 

written and verbal 
communications skills 

excellent 
interpersonal skills 

 

Attitudes 
 
The incumbent of this position must be:  

organized and have a 
concern for order 

cooperative and friendly 
dedicated and 
hardworking 

honest innovative positive 

respectful of others self-confident a team player 
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WORKING CONDITIONS 
(The unavoidable, externally imposed conditions under which the work must 
be performed and which create hardship for the incumbent including the 
frequency and duration of occurrence of physical demands, environmental 
conditions, demands on oneôs senses and mental demands.) 
 

Physical Demands 
(The nature of physical effort leading to physical fatigue.) 
 
There are limited physical demands associated with this position, however, 
the incumbent is expected to lift heavy items such as boxes of records on a 
recurring basis.  In addition to the regular work load, the incumbent is 
expected to be constantly meeting with others. The constant need for 
personal interaction can lead to physical fatigue.  
 

Environmental Conditions 
(The nature of adverse environmental conditions affecting the incumbent.) 
 
The incumbent is located in a busy open area office, is faced with constant 
interruptions and must meet on a regular and constant basis with others.    
 

Sensory Demands 
(The nature of demands on the incumbentôs senses.) 
 
The incumbent must spend long hours in intense concentration of  both a 
technical nature and an interpersonal nature.  The incumbent must also 
spend long hours on the computer which requires a great deal of attention to 
detail. The office environment is very busy and noisy. 
 

Mental Demands 
(Conditions that may lead to mental or emotional fatigue.) 
 
The incumbent is faced with significant mental demands stemming from the 
diversity of functions.  Stress is also caused by the variety of program areas 
and the need to meet tight deadlines, conflicting priorities and by constant 
interruptions. 
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CERTIFICATION 
 

 
 
                                                               
Employee Signature 
 
 
                                                               
Printed Name                       Date 
 

I certify that I have read and 
understand the responsibilities 
assigned to this position. 

 
 
                                                               
Supervisorôs Title 
 
 
                                                               
Supervisorôs Signature          Date 
 

I certify that this job description 
is an accurate description of 
the responsibilities assigned to 
the position. 

 
 
 

 
 
                                                               
Senior Managerôs Signature              Date 
 

I approve the delegation of responsibilities outlined herein within the context 
of the attached organizational structure. 

 
 

 
The above statements are intended to describe the general nature and level 
of work being performed by the incumbent(s) of this job.  They are not 
intended to be an exhaustive list of all responsibilities and activities required 
of the position. 
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Section 4) Workbook 
 
 

Section 1) Identification 
 
Provide the following information: 
 
Title: 
 
Community Government: 
 
Division/Section: 
 
Position Number: 
 
Location:  
 
 

Section 2) Purpose 
 
a) Describe the overall responsibility of the position: 
 
 
 
 
 
 
b) Describe what the desired outcome of the position will be: 
 
 
 
 
 
c) Describe the rules and/or legislation that the position must follow:  
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Section 3) Scope 
 
 
Describe the overall magnitude of the position in terms of:  
 

a) who the position reports to: 
 
 
 
 
 
 

b) Number of staff the person supervises: 
 
 

 
 
 
 
c) Financial responsibilities: 
 
 
 
 
 
 
d) Programs and services: 
 
 
 
 
 
 
e) Facilities and Equipment: 
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Describe the impact of the position in terms of: 
 

a) Impact on the organization: 
 
 

 

 

. 

 
 
b) Impact on other organizations and businesses: 

  

 

 
 
 
c) Impact on the funding or program approvals: 

 

 

 

 

 
d) Impact of not completing the duties of the job: 

.  
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Section 4) Responsibilities and Tasks 
 
Identify five to eight key responsibility areas for the position, the 
expected outcomes and the required tasks (make copies of this page as 
required) 
 
 
Responsibility: 

 
 

 
 
 
 
 
 

Tasks:  
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Section 5) Knowledge, Skills and Attitudes 
 
 
Describe the knowledge required for the position:  
 
 

 

 

 

 

 

 

 

 

 

 

 

Describe the skills required for the position: 
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Describe the desired attitudes and professional attributes for the 
position: 
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Section 6) Working Conditions 
 
Physical Activity - Describe the types of physical activity and demands 
associated with this position. 
 
 
 
 
 
 
 
Environmental Conditions ï Describe the environment including the 
exposure to weather and dangerous situations. 
 
 
 
 
 
 
 
Sensory Demands ï Describe any adverse effects the workplace may 
have on the senses including touch, sight, smell, hearing and taste. 
Include the level of concentration required for the position. 
 

 

 

 

 

Mental Demands ï describe the causes of mental or emotional fatigue 
associated with the position. 
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Section 5) Appendix  
 
 

3a) Traditional versus Competency Based Job 
Descriptions 
 
Traditional job descriptions used education and experience as the criteria for 
a job. For example, a traditional Finance Officer job description may have 
asked for completion of Grade 12 with second year of a recognized 
accounting program and several years of experience.  
 
There are several problems with using the traditional method of education 
and experience including: 
 

 the qualifications are not job specific ï the fact that a person has a high 
school or college diploma and several years of related experience 
does not necessarily mean they have the knowledge, skills and 
attitudes required for a position 
 

 traditional job descriptions make the hiring process more difficult ï it is 
difficult to ask questions strictly related to education and experience 

 

 traditional job descriptions are not integrated ï education and 
experience cannot be used as factors for staffing, performance 
evaluation or training and development 

 

 traditional job descriptions include systemic barriers ï systemic 
barriers are barriers that exclude people from a job even though they 
may have the ability to do that job. For example, even though a person 
may not have the stated educational requirements for a job, they may 
have developed the knowledge, skills and attitudes in other ways such 
as through volunteer work, traditional life skills or previous experience. 
Not considering these people is discriminatory and is therefore illegal 
under Canadian Human Rights 
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 Competency based job descriptions differ from traditional job 
descriptions because they identify the competencies (knowledge, skills 
and attitudes) required for a position rather than the education and 
experience required.   

 

 Knowledge is what a person needs to know in order to do the job such 
as knowledge of procedures; knowledge of rules and legislation or job 
specific knowledge such as knowledge of accounting and bookkeeping 
principles and practices for Finance Officers. Skills are what people 
must be able to do in order to be competent in a job, for example, 
communications skills, computer skills and job specific skills and the 
ability to prepare a budget. Attitudes are the way in which a person 
must behave in order to be competent in a job. Attitudes include such 
things as honesty, integrity and respect of others.  

 

 Competency based job descriptions are considered better because 
they are job specific, they can be integrated into the entire human 
resource development process and they do not include systemic 
barriers to employment.  
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3b) Job Description Format  
 

Almost every organization has a different format for their job description. We 
have selected the format used by the Government of the Northwest 
Territories as the format for this manual. It is up to each community 
government to decide whether they want to use this format; a modified 
version of this format; or an entirely different format.  

 
The sections of the job description are: 

 
Identification: this is a summary of such information as the title, 
position number, division, employer, etc.  

 
Purpose: this is a brief statement about why the position is necessary, 
what the position does and what the end result should be. 
 
Scope: this section describes the reporting relationships, magnitude 
and impact of the position:  
 

 magnitude includes specific or quantifiable measurements such 
as the size of the budget controlled by this position 

 

 impact measures what effect the position has on the 
organization or the community  

 
Responsibilities: this section describes the key responsibilities of the 
position as well as the duties or tasks that are required in order to 
complete those responsibilities. It also describes the expected 
outcomes of the responsibilities. There should be no more than six to 
eight key responsibility areas and no more than eight to ten activities 
within each responsibility.  
 
Competencies: the competencies section describes the knowledge, 
skills and attitudes required for a position. It also identifies any bona 
fide occupational requirements such as a Journeyman Certificate for a 
tradeôs position. The competencies section may also include the way in 
which a person may acquire the knowledge, skills and attitudes.  

 
Working Conditions: this section identifies the physical, 
environmental, sensory and mental demands of a position. It is 
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important in the north because people are expected to work in such 
extreme environmental conditions. 

 

 physical demands include the level and amount of physical 
activity required to complete the duties of a position 

 

 environmental demands include the environment in which the 
employee is expected to work such as exposure to unpleasant 
or dangerous elements, extremes of temperature, noise levels, 
dust and so on 

 

 sensory demands are the level and amount of sensory 
requirements for a position such as exposure to smells, the level 
of eye strain, the need for touching, sound levels and so on  

 

 mental demands include the level of mental or emotional fatigue 
created by the position and includes exposure to mentally or 
emotional draining situations, the need for concentration, 
boredom from work repetition and the number and urgency of 
deadlines 

 
Certification: this section certifies that the job is as described. It 
should be signed by the employee, the supervisor and the senior 
officer.  
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3c) Ways to Gather Information For a Job Description 
 
Following are various methods for gathering information for a job description: 
 

Review the current job description ï the current job description is 
generally fairly accurate and should be used as a basis for rewriting 
the new description. 
 
Review job descriptions from other organizations ï job 
descriptions from other organizations can give you new ideas about 
the duties, responsibilities and competencies required by those 
organizations.  

 
Interview the current incumbent ï incumbents generally have the 
best understanding of the job and can provide the competencies 
needed for the job. It is also important to get their input so they have 
some ownership over the job. 

 
Review the Community Government Training Needs    
Assessments ï Community Government Training Needs Assessment 
s can provide you with a broad range of the responsibilities and 
competencies for a variety of community government jobs. 

 
Review the occupational standards/dacum charts ï these provide 
even more specific information about the tasks, knowledge, skills and 
attitudes required for a job. 
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CChhaapptteerr  44))  AAttttrraaccttiinngg  &&  RReettaaiinniinngg 
 

Section 1) Background Information 

 
 
 
 
 
 
 
 
 
The purpose of Human Resource Planning is 
to have the right people, with the right skills, in 
the right place, at the right time to meet 
business objectives.  A key component in 
being able to fulfill the purpose is attracting and 
retaining people.  
 
To attract and retain, people have to want to 
work for the organization. The organization has 
to be an employer of choice. The basis of 
being an employer of choice rests on two basic 
premises: (1) demonstrate stability and growth 
potential and (2) add true value to mankind. 
 
To be an employer of choice an organization must: 
 

 proactively support its employees through effective human resource 
management practices and processes 

 promote activities that support employees 

 identify and correct issues that impact successful attraction and 
retention of employees 

 
Community governments need to focus on building and developing a skilled 
workforce that is representative of the people and communities served.  This 
means being an organization that northerners want to work for, providing 
northerners with the skills required to do the job and supporting northerners to 
keep them in the jobs.  It means investing in the people, technology and 
workplace to promote safety, excellence and innovation for today and for the 
future.  It means positively promoting the organization both internally and 
externally. 
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Why Attracting and Retaining is Important 
 

When it is not possible to fill jobs with northerners, community governments 
must be able to attract and retain workers from other parts of the country and 
the world.   
 
 
 
 
 
Being able to attract and retain is a key measure of the organizationôs 
success.  Success requires excellence across the value chain. Excellence 
across the value chain is not only excellence in products and services for 
customers but includes excellence in being a great place for employees to 
work. 
 
Retention is not the absence of turnover or a soft issue thatôs contrary to 
business goals.  Retention is: 

 

 loyalty and commitment from key people 

 minimized voluntary turnover 

 the value added equivalent for human capital 
 
Retention means being built to last and being build to last means creating 
retention best practices.  Retention best practices create an environment 
where people want to come to work and give their best to the organization. 
 
Community governments cannot be successful unless they are able to 
provide excellence that attracts and retains. 

 
Who Should be Involved in the Attracting and 
Retaining Process 

 
 
Leadership sets the tone for the organization but every one who works for the 
organization is responsible for the final outcome.  The total contribution has 
the impact of making the organization a place where people want to come to 
work and do a good job.   Leaders make the organization a great place to 
work by providing: competitive salaries and benefits, information through 
policies, guidelines and ongoing communication, positive feedback for a job 
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Section 2) How to Guide 

When Should Attracting and Retaining Take Place 
 

What does Attracting and Retaining Include 
 

well done, a safe and a harassment free work environment.  Employees 
follow the rules and are able to give their best with the supports provided. 
 
 

 
 
 
Attracting and retaining employees should be ongoing.  The organization 
must continually work to be the best.  Key to being the best is leadership 
always working to improve the organization in every way possible.  Leaders 
must set a positive expectation, follow-up to ensure the expectation is being 
met   and deal with any thing in the organization that has a negative impact; 
such as harassment, conflict or discrimination. 
 

 

 
 

 
The key to attracting and retaining lies in treating people well and being 
competitive in the market.   Providing policies and procedures for people to 
follow, promoting a respectful workplace and providing opportunities for 
people to develop and utilize their skills are key to attracting and retaining.  
The organization must also be able to provide benefits that are competitive 
with other organizations.  These other organizations include: other 
businesses in the community, across the territory and across the country.  
The competition will depend on the type of individual(s) the organization is 
trying to attract and retain.   
 

 
 
 
 
Attracting and retaining includes having policies for and being competitive in 
the following areas: 
 

Employment categories  
 
All employees must be placed in an employment category.  The employment 
category varies depending on the nature of the position.  The type of 
employment category and any changes in the employment category should 
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always be in writing, signed by the employee and a copy placed on the 
employeeôs personnel file.  The employment categories include: 

   

 probation ï most employees are placed on probation when beginning 
employment with the organization or changing duties within the 
organization 

 indeterminate ï employment on a continuing basis, unless another 
period of employment is specified 

 part-time ï employment on a continuing basis for hours less than the 
standard workday, week or month 

 casual ï employment on a casual basis with no set work hours.  
Employees are called to work as required 

 term ï employment for a fixed period of time.  At the end of the 
specified period, the term employee ceases to be employed 

 job share ï when two employees share the hours of work of one full 
time position 

 contractors ï contractors are not employees.  Contractors are 
independent employers that must meet the test of being a contractor.  
Contractors should be awarded by a Request for Proposal process  

 

Salary Administration 
 
All aspects of salary administration for all employment types should have 
detailed policies and procedures.  This information provides clear direction 
and rules for all aspects of paying employees.  The policies should include:  
 

 salary rates  

 allowances  

 overtime 

 pay periods  

 increments 

 deductions 
 

Pay 
 

 Rates of pay should be set for all employment categories.  Rates of 
pay for unionized employees are negotiated between the employer and 
the union.  Rates of pay must be in writing and available to employees.  
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The initial job offer and changes in employment category provide the 
rate of pay in writing to the employee. 

 

 When the pay is reduced for a job classification, new employees 
receive the reduced salary.  Employee(s) in the position when the pay 
is reduced do not receive a reduction in pay.  Their salary is 
maintained as long as they are in the position.  This is referred to as 
Present Incumbent Only and the rule is the pay for an employee with 
PIO status is held at the higher range until the employee leaves the 
position.  

 

 A term employee is paid based on an hourly pay rate within the pay 
range of the position. 

 

 A part-time employee is paid a salary within the pay range for the 
position. 

 

 On promotion to a position with more than one rate of pay, the pay 
increase must be at lest equal to the last increment of the new position.   

 

 On transfer, pay does not change unless the employee was paid on a 
present incumbent only basis before the transfer.  If so, the employeeôs 
pay upon transfer is set as on initial appointment.  

 

Overtime 
 

 To deliver programs and services effectively, organizations may 
require employees to work outside of their regularly scheduled hours of 
work.  The requirement for overtime is driven by operational need.   

 

 Compensation for overtime is paid when work is authorized in advance 
by an official of the organization authorized to approve overtime.  
Overtime is compensated according to the collective agreement or the 
applicable legislation.  The employer controls the duration of the 
overtime worked.   

 

 The employer should make every reasonable effort to assign overtime 
work equitably to readily available and qualified employees who are 
normally required in their regular duties to perform that work.  The 
employee needs to provide reasonable advance notice of the overtime.  



Community Government  
Human Resource Development System  

C
h

a
p

te
r 

4
: 

A
tt

ra
c
ti
n

g
 a

n
d

 R
e

ta
in

in
g

 
                                                          

                                        

 

Page 80 CGHRDS June 2008  

An employee may, for cause, refuse to work overtime.  The refusal 
must be in writing.  Cause may, for example, involve religious beliefs.   

 

 Instead of paying overtime, the organization may agree to grant 
equivalent leave with pay at the appropriate overtime rate (lieu time).  
The leave with pay must be taken at a time agreeable to both the 
organization and the employee. A maximum accumulation of lieu time 
should be set by the organization. 

 
 

Pay periods 
 

 All employees should be paid within the same pay period.  The pay 
period is usually weekly, biweekly or semimonthly.  Employees are 
notified of the pay period on hire.   

 Employees are given at least two months notice of any change in a 
pay period or method of payment.   The timing of the pay periods 
depends on the needs of the organization and the ability to process 
pay on a timely basis.   

 
Allowances 
 

 Organizations sometime provide allowances to compensate 
employees.  Allowances can include: northern allowance and safety 
allowances.  Policies and procedures for determining the types of 
allowances, who gets the allowance and how the allowance is 
administered, should be developed and available to employees. 

 
Safety footwear and gloves allowance 

 
The Workerôs Compensation Board (WCB) or the NWT Safety Act 
requires some employees to wear safety footwear and gloves.  Sometime 
organizations either provide an allowance to employees to purchase 
safety footwear and gloves OR the organization purchases the safety 
footwear and gloves and provides these articles to the employees. 

 
The requirement for employees to wear safety footwear and gloves should 
be included in the job description.   
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Northern allowance 
 

 Employees in the north are sometimes paid a northern allowance to 
offset community differences in cost of living and travel.  The 
allowance is based on the community in which an employee is 
employed.   

 Northern allowances are taxable.  Northern allowances can be paid in 
various ways: annual lump sum, pro-rated to an hourly rate by dividing 
the annual rate by the standard yearly hours of work.   

 The allowance is not paid for periods of overtime of periods of leave 
without pay.  Northern allowance rates should be set and available to 
all employees. 

 

Increments 
 

 Increments are granted to employees in recognition of service and 
satisfactory performance.  Increments are adjacent steps in a pay 
range.  Employees in positions with more than one rate of pay are 
granted pay increments until the maximum rate is reached.  
Employees should not be accelerated through the steps. 

 

 The increment date is based on the anniversary date of the employeeôs 
appointment or most recent promotion or the date the individual was 
hired to perform the same duties as the new appointment if there was 
no break in service between the appointment dates.  Pay increments 
should be processed the first day of the month of the increment due 
date. 

 

 Rules should be set for receiving increments on promotion, demotion, 
transfer, and part-time work.  Increment dates are usually postponed 
for employees on leaves of absences.  The exceptions are: leaves of 
absence of less than six months; leaves of absence without pay to 
work for another government department, board or agency; and 
paternity/adoption leave.  Increments postponed by a leave of absence 
is due when the employee returns to work and completes a year of 
paid full-time employment from the effective date of the last increment.  
This includes the periods of service before and after the absence. 

 

 When an increment and a salary revision are due on the same date, 
the increment is to be applied first. 
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 If an increment is denied the employee must be informed of the date of 
the next review, which should be no later than 12 months from the date 
the increment is denied.  At this time, the employee should be entitled 
to the withheld pay increment, in addition to the current pay increment, 
should performance be deemed to meet the required standard. 

 

Deductions 
 

An employee is required to pay and the organization is obligated to make 
mandatory deductions from an eligible employeeôs pay, at prescribed rates, 
premiums and amounts for the following: 

 Canada Pension Plan 

 Employment Insurance 

 income taxes 

 staff accommodation rent 

 court-ordered payments 

 mandatory benefit plans 
 
Optional deductions may include: 

 parking charges 

 Canada Payroll Savings 

 optional benefit plans 
 
Employees are responsible for ensuring their pay is correct.  Employers are 
responsible for ensuring the proper deductions are taken and submitted on 
behalf of the organization.   Policies on deductions should include the types 
and amounts of deductions as well as a process for employeesô repaying 
overpayments.  Usually a 10% maximum is the rule for repayment of any 
overpayment to employees.  Employees must be informed of any errors in 
pay and the requirement to repay as well as the repayment schedule. 
 

Benefits 
 

 The community government may provide a variety of benefits.  
Benefits make the organization competitive and contribute to attracting 
and retaining employees.  Benefits can include any or all of the 
following:  

 medical coverage, insurance(s) 

 pension plan 
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 dental plan 

 disability insurance 

 clothing allowance  

 medical travel assistance 

 northern allowance and staff housing 
 

Medical travel assistance 
 

 The government of the Northwest Territories provides medical travel to 
residents.  Some organizations supplement the governments medical 
travel benefits through medical travel assistance.   

 

 Community governments should determine if they will provide medical 
travel assistance to employees.  Decisions should include what would 
the medical travel assistance look like and how employees would be 
reimbursed for medical travel assistance. 

 

 Medical travel assistance could include: accommodation, meals & 
expenses, travel, medical escort, non-medical escort, juvenile escort, 
and compassionate escort.   

 

Staff housing 
 

 Housing is sometimes in short supply in many northern communities.  
To facilitate the hiring of employees, some organizations provide staff 
housing.   Where an employee is provided accommodation, the 
employee and the organization need to enter into a formal lease 
agreement.  The rent for the staff housing should be deducted from the 
employeeôs pay on a monthly basis. 

 

Hours of Work 
 

 The community government should establish a regular schedule of 
hours of work for employees based on work requirements.  The 
standard hours of work should include the days and the hours that the 
community government will provide services.  Employees in some 
occupational groups may be required to work shifts where their days of 
rest may be other than Saturday and Sunday, or their hours may be 
other than the standard hours.  When employees are directed to work 
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outside of the standard hours, they are to be compensated with 
overtime pay at the applicable rate.  

 

 Employees may make a request to work outside the standard hours, 
on an ongoing-basis by submitting an alternate schedule to their 
supervisor for approval.  The approval of such requests would be 
based on the needs of the community government. 

 

 The standards hours are exclusive of a minimum half hour lunch period 
scheduled as close as possible to mid-day.  15-minute breaks should 
also be provided in the morning and afternoon. 

 

 The employer has a right and responsibility to know where employees 
are during scheduled hours of work.  Employees must attend work 
during their regularly schedules hours of work.  Each employee must 
provide reasonable notification to and seek approval from the employer 
for any absence, including lateness and illness.  Employees are 
notified of the standard hours of work for their position by their 
supervisor. 

 

Leave 
 

 Various types of leave are granted to employees. The community 
governmentôs policies should outline the types and amounts of leave 
that employees are entitled to. Leave can be paid or unpaid. An 
employee is responsible for understanding the types of leave set out in 
the collective agreement/community governmentôs policies.  An 
employee who is unsure of what leave he/she is entitled to should 
speak to his/her supervisor.   

 

 An employee is expected to report to duty and work unless on 
authorized leave.  An employee who is unable to report to duty and 
work is required to call their supervisor or designate, personally, at the 
start of the workday.  Employees are required to request conditional 
approval of the leave and to provide an indication of the expected 
length of the absence. 

 

 Employees are entitled to be paid for authorized leave in the following 
circumstances: 

 special occasions approved by the senior manager  
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 time off for voting for federal, territorial and municipal elections 

 vacation leave (as set out in the community governmentôs 
policies) 

 sick leave (as set out in the community governmentôs policies) 

 some types of Civic Leave including court leave 

 work related training  

 union leave 

 statutory holidays 
 

 The employee should discuss the leave request with the supervisor.  
This should    be done as far in advance as possible so that the 
supervisor can plan for operational requirements and service delivery 
during the employeeôs absence.  A request for time off work form 
should be completed (an electronic format is useful).  After the 
employeeôs leave credits are verified, the leave is approved or denied 
by the authorized approver.  When the leave is denied or modified, the 
authorized approver will contact the employee and explain the reasons 
for the denial or modification.  When the leave is approved, the 
authorized approver will advise the employee in writing of the approval. 

 

Employee Recognition 
 
To attract and retain employees, community governments need to recognize 
the accomplishments made by employees. People need to feel that they are a 
valuable and important part of their organization.  Community governments 
should be committed to honoring and encouraging individuals and teams who 
contribute through their efforts and actions to the success of the community 
government.  Recognition can include: 

 giving praise 

 granting awards 

 celebrating and communicating successes 
 
Recognition should be linked to the organizationôs corporate objectives by 
supporting defined goals and values.  Recognition should focus on creating a 
lasting effect for employees and the organization. 
 
Guidelines should be developed for each type of employee recognition.  
 
Employee recognition programs could include: 

 organization wide recognition 
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 department recognition 

 long service with the organization 

 appreciation for service on resignation and/or retirement 
 

Code of Conduct 
 

 Community governments are entrusted with the protection of the public 
interest in many significant areas of society.  In view of the importance 
of this trust, it is essential that the high professional standards 
demanded of and adhered to by community government employeesô 
be recognized and documented.  Recognition and documentation of 
these standards will ensure continued public confidence in the 
impartiality and integrity of the community government.   

 

 A conflict of interest occurs when an employeesô private interests and 
activities are at odds with the responsibilities of government 
employment.  Conflicts should not exist, or appear to exist, between 
official duties and an employeeôs private interests.   

 

 Employees must perform official duties and arrange private affairs so 
public trust in the integrity and objectivity of the government is 
conserved and strengthened.  Employeesô actions must withstand 
close pubic scrutiny.  Employees must arrange all private matters so 
conflicts of interest do not arise.   
Employees may not: 

 

 ask for any money or other benefit in addition to compensation 
and expenses for any public service duties. 

 accept any one of other benefit, except compensation and 
expenses, incidental gifts, usual hospitality and other nominal 
benefits 

 step out of official roles to help others in dealings with the 
government if this would result in preferential treatment.   

 take advantage of, or benefit from, confidential information 
gained as a result of official duties.  

 directly or indirectly use, or allow the use of government 
property of any kind, except for officially approved activities.  
This includes property leased to the government. 
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 Employees should get prior approval from their senior official before 
having outside employment or getting involved in any activity where 
there could be a conflict of interest.  The senior government official will 
decide whether outside employment or activity is a conflict of interest. 

 
Community Governments should develop a guideline for employees Code of 
Conduct to include the following: 

 principles for community government employees 

 compliance 

 discipline 

 outside activities 

 releasing information 

 political activity 

 gifts, hospitality and other benefits 

 post employment 

 complaints from the public 

 appeal procedure 

 dealings with family, friends and relatives 

 public statements 

 responsibilities 
 

Conflict of Interest 
 
Community governments have a duty to ensure that the government remains 
above reproach. This involves ensuring that community governmentôs have 
political activity guidelines and that employees follow the guidelines. 
 
If engaging in political activities, employees must be able to maintain 
impartiality in relation to their duties and responsibilities.  Within the 
constraints established in the Code of Conduct, employees are free to 
participate in political activities, including belonging to a political party, 
supporting a candidate for elected office and actively seeking elected office, 
as along gas the political activities are clearly separated from their activities 
related to his or her employment.   
 
The community governmentôs guideline for Conflict of Interest should include: 

 a list of restricted employees 

 circumstances requiring written disclosure from the senior government 
official 

 when a leave of absence is required to participate in political activity 



Community Government  
Human Resource Development System  

C
h

a
p

te
r 

4
: 

A
tt

ra
c
ti
n

g
 a

n
d

 R
e

ta
in

in
g

 
                                                          

                                        

 

Page 88 CGHRDS June 2008  

 the rules for political activity leave of absence 

 the rules for employees having to resign when elected to a political 
office 

 

Use of company vehicle guidelines 
 

Community governments should develop vehicle use guidelines.  Employees 
who drive vehicles in the performance of their duties are required to abide by 
the vehicle use guidelines. 
 

 Employees who use community government vehicles are required to 
have the appropriate license.  All government vehicles must be insured 
and registered.  Registration and insurance cards are to be in the 
vehicle are required by the Motor Vehicles Act.  Government 
employees must obey all traffic laws and follow the procedures in the 
guidelines when driving community government vehicles and rental 
vehicles on community government business. 

 

 All accidents must be reported in accordance with the policies and 
procedures for reporting accidents whether or not another party is 
involved. 

 

 Community government vehicles may not be used for personal 
reasons unless express written permission has been obtained from the 
senior government official.  This applies to employees who use a 
community government vehicle while on stand-by and call outs, as well 
as during regular working hours. 

 

 A photocopy of each employeeôs drive license must be on file.  The 
employee has to have the appropriate class of license for the vehicle 
they will be driving.  Employees and contractors must be informed of 
the vehicle use guidelines.  The vehicle use guidelines should include 
responsibilities for the following: drivers, supervisors, and vehicle fleet 
administrators. 

 

Workplace Health & Safety 
 

Occupational health and safety is a means of controlling workplace hazards, 
by reducing or eliminating occupational injuries or illnesses. Employers must 
ensure compliance with all applicable provisions of Northwest Territories 
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health and safety legislation and take reasonable measures and precautions 
to make sure that working conditions are safe.  Under Section 7 of the Safety 
Act, community governments must establish a joint worksite Health & Safety 
Committee.   
 

 Community governments need to recognize the importance of 
providing a safe and healthy work place.  Employees must take all 
reasonable precautions to make sure that they and their fellow 
employees are working in safe conditions.  Such reasonable provisions 
include personal protection devices (such as alarms) for employees 
who are routinely required to work in potentially dangerous situation 
and immediate help is not available Where the employer requires an 
employee to undergo a specific medial, hearing or vision examination 
by a designated qualified medical practitioner, the examination will be 
conducted at no expense to the employee.  The employee must, on 
written request, be able to provide results of all specific medical, 
hearing or vision examinations conducted.  Specific, requested 
medical, hearing, or vision examination information supplied by 
employees to the employer must be maintained in a confidential 
manner in the employees personnel file.  

 

 The employer must pay for medication examinations required to 
qualified for or maintain a license or other qualifications required in the 
performance of that employeeôs duties.  The employer must also pay 
for vaccinations, inoculation or other immunization when required for 
employment. 
 

Employees sometimes develop or present with impairments that impact their 
ability to carry out work in a safe and proper manner. Symptoms that may 
indicate impairment include: 

 slurred speech 

 staggering 

 lack of coordination or mobility 

 marked change in personality or appearance 
 
Employees have the right to refuse work where it poses a safety hazard to 
themselves or others.  Managers must arrange necessary training and 
guidance that employees need to carry out their duties in a safe manner.  
Managers do not allow impaired workers who pose a safety risk to 
themselves or to others to remain at the workplace.  The manager must take 
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reasonable steps to ensure the employee has safe passage to an appropriate 
destination.   
 
Managers must make the workplace safe for employees by: 

 monitoring workplace conditions 

 limiting entry to authorized personnel 

 correcting safety hazards 

 providing protective devices 

 providing protective clothing  

 monitoring employeesô performance 

 providing training on safety procedures 

 correcting problems, as required 
 
Managers should take the following steps when an employee shows 
symptoms of impairment: 

 accurately document all information about the perceived impairment 

 the date, time and location of the incident 

 behaviour and mannerisms of the employee in question 

 the names of witnesses, if any 

 an explanation of how the employee presents a safety risk 

 prevent the employee from entering or remaining at the work site 

 provide an explanation to the employee 

 how the employeeôs condition prevents the employee from 
performing duties in a safe and proper manner 

 why the employee cannot return to the workplace until the 
employee is fit to carry out duties in a safe and proper manner 

 conditions under which the employee will be permitted to return 
to the workplace (medical evaluation, etc.) 

 arrangements for safe passage to an appropriate destination  

 ensures safe passage for the employee to an appropriate destination 
away from the work site 

 
When an employee feels there is an unusual safety hazard in the workplace, 
the employee should take the following steps: 

 immediately notify other employees near the unsafe working conditions 
of the potential danger 

 immediately report the circumstances of the unsafe working conditions 
to the manager 
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When a manger receives notice that an employee refuses to work, the 
manager: 

 investigates the reported unsafe working conditions 

 takes corrective action required to remove the unusual danger 

 takes the corrective action in the presence of the worker who refused 
to work and a representative of the employeeôs union (if a union 
worker) 

 if the union representative is unavailable, have the employee choose 
another employee to stand in for the union representative 

 if the employee continues to refuse to work, call a representative of the 
health and safety committee or a safety officer and have the committee 
representative or the safety officer investigate the complaint 

 take any further required corrective action 

 if the employee still refused to work consider the employee 
insubordinate and take appropriate disciplinary action 

 

Workplace Conflict Resolution 
 
Community governments must recognize the diversity of the workforce and 
be committed to providing a workplace where all individuals are treated with 
fairness, dignity and respect.  Governments must be committed to providing a 
work environment where there is respect among coworkers and to the 
provision of a flexible conflict resolution system that offers effective solutions 
to workplace conflicts and the elimination of harassment.  Harassment is 
discrimination whether based on  

 race 

 creed 

 colour 

 sex (gender) 

 marital status 

 nationality 

 ancestry 

 place of origin 

 age 

 disability 

 family status 

 political beliefs 

 sexual preference 

 religion   
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Tools and Resources 

Community governments should develop a workplace conflict resolution 
policy.  The policy should apply to every employee in the community 
government, volunteers and contractors who do business with the community 
government. The community government should make an effort to ensure 
that all of the above parties are informed of the policy. 
 
A workplace conflict resolution policy does not foreclose upon an employeeôs 
rights to pursue other remedies.  These may include private legal remedies, 
grievances or complaints under applicable legislation.  A workplace conflict 
resolution policy does not create new rights or diminish existing rights.  The 
GNWTôs workplace conflict resolution policy can be found at: 
http://www.hr.gov.nt.ca/policy/documents/Workplaceconflictresolutionpolicy.pdf 
 
The workplace conflict resolution policy should contain the following: 
 

 a definition for 

 Harassment 

 Sexual harassment 

 Abuse of authority 

 Workplace 

 Complaint 

 Mediation 

 responsibilities of 

 managers and supervisors 

 employees 

 a process for completing investigations 

 a process for reporting on investigations 

 a process for following up on investigations  
                                                                                         
                                                                                                           
 
 

 
There are a number of tools and resources that you can use to assist in 
attracting and retaining employees. 
 
This manual and samples: you can use this manual and samples to set up, 
implement and follow-up on your strategy to attract and retain employees. 

http://www.hr.gov.nt.ca/policy/documents/Workplaceconflictresolutionpolicy.pdf
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Section 3) Samples 
 

 

    

 
SAMPLE APPOINTMENT LETTER      
 
PERSONAL & CONFIDENTIAL         
 
Name Mr. Northcott  
1234 Rosewood Drive 
Hamlet of Northtown, NT 
Z4L 9T6 
 
 
Dear Mr. Northcott: 
 
I am pleased to offer you an indeterminate position as a Housing Maintainer 
position # 5555 with the Department of Municipal and Community Affairs.  
This offer becomes effective on January 1st, 2007 and carries with it a 
standard probationary period of 6 months.  You will be reporting to Mrs. 
Elliott.  
 
Your salary will be $31.47 per hour, representing pay range 5, step 4.  You 
will also receive a northern allowance of $1.18 per hour.  In accordance with 
the Collective Agreement, this position comes under the Union of Northern 
Workers (UNW). 
 
This offer of employment is contingent upon receipt of a satisfactory criminal 
records check through the Royal Canadian Mounted Police, and an updated 
immunization record. 
 
Your pay is calculated bi-weekly.  Therefore, it is important you contact 
Human Resource Officer at 867-555-5555 to complete your pay and benefits 
documentation upon your arrival.   
 
Please submit a direct deposit form along with a voided cheque or a deposit 
slip from your bank.  Failure to submit the required banking information will 
result in your receiving a cheque for your first pay only.  Subsequent pays will 
not be processed until the required banking information is submitted to 
Employee Services. 
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If you agree with the above conditions, please indicate your acceptance by 
signing the second copy of this letter and return it to my office.  The original of 
this letter is attached for your records. 
 
Congratulations on your appointment.  We hope you find this position both 
challenging and rewarding. 
 
Please do not hesitate to contact me at 867-555-5555 if you have any 
questions. 
 
 
 
 
 
 
Sincerely, 
 
 
 
Geraldine Martin 
Human Resource Officer  
 
cc: Employeeôs File 
 
 
ACCEPTANCE OF OFFER: 
 
I accept this offer of employment on the above noted terms. 
 
 
 
 
________________________  __________________________ 
Signature    Date 
 
 

 

 

 

 

 



Community Government  
Human Resource Development System  

 

C
h

a
p

te
r 4

: A
ttra

c
tin

g
 a

n
d

 R
e

ta
in

in
g

 
 

   

 

 CGHRDS June 2008 Page 95 

Sample Oath of Office 
 

CONFIDENTIAL INFORMATION AND THE OATH 
OF OFFICE AND SECRECY    
 
Employees owe a duty of loyalty to their employer, the Hamlet of Northtown. 
 
Each employee, before being paid any remuneration, must swear or affirm 
the following Oath of Office and Secrecy: 
 
I, Jane Smith, solemnly and sincerely swear that I will faithfully and honestly 
fulfill the duties that devolve upon me by reason of my employment with 
(name of community government) and that I will not, without due authority, 
disclose or make known any matter that comes to my knowledge by reason of 
such employment. So help me God. 
 
OR 
 
I, Jane Smith, solemnly affirm and declare that I will faithfully and honestly 
fulfill the duties that devolve upon me by reason of my employment with 
(name of community government) and that I will not, without due authority, 
disclose or make known any matter that comes to my knowledge by reason of 
such employment. 
 
 
 
Signature of Employee          Date of signing    
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Section 4) Workbook 
 

 
 

  
Attracting and Retaining Checklist 
 
Item Date 

completed 

  
Placement into employment category 

 

 
Outlined salary administration 

 

 
Set up rates of pay 

 

 
Overtime guidelines 

 

 
Setting up pay periods 

 

 
Establishing Northern allowance 

 

 
Setting increments 

 

 
Deductions 

 

 
Establishing benefits 

 

 
Establishing medical travel assistance 

 

 
Staff Housing 

 

 
Establishing hours or work 

 

 
Leave 

 

 
Employee recognition 

 

 
Employee code of conduct 

 

 
Workplace health and safety guidelines 
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SAMPLE APPOINTMENT LETTER      
 
PERSONAL & CONFIDENTIAL         
 
Name (Mr./Ms./Mrs.)  
address 
 
Dear Ms./Mr________: 
 
I am pleased to offer you an indeterminate position as a__________, 
position # _________with the____________.  This offer becomes 
effective on _______and carries with it a standard probationary period 
of ____months.  You will be reporting to Mr./Ms. _________________.  
 
Your salary will be $____per hour, representing pay range___, step ____.  
You will also receive a northern allowance of $1.18 per hour.  In accordance 
with the Collective Agreement, this position comes under the Union of 
Northern Workers (UNW). 
 
This offer of employment is contingent upon receipt of a satisfactory criminal 
records check through the Royal Canadian Mounted Police, and an updated 
immunization record. 
 
Your pay is calculated bi-weekly.  Therefore, it is important you contact 
Human Resource Officer at 867-xxxx to complete your pay and benefits 
documentation upon your arrival.   
 
Please submit a direct deposit form along with a voided cheque or a deposit 
slip from your bank.  Failure to submit the required banking information will 
result in your receiving a cheque for your first pay only.  Subsequent pays will 
not be processed until the required banking information is submitted to 
Employee Services. 
 
If you agree with the above conditions, please indicate your acceptance by 
signing the second copy of this letter and return it to my office.  The original of 
this letter is attached for your records. 
 
Congratulations on your appointment.  We hope you find this position both 
challenging and rewarding. 
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Please do not hesitate to contact me at 867-xxxxx if you have any questions. 
 
 
 
 
 
 
Sincerely, 
 
 
 
Name of Human Resource Officer 
Human Resource Officer  
 
cc: Employeeôs File 
 
 
ACCEPTANCE OF OFFER: 
 
I accept this offer of employment on the above noted terms. 
 
 
 
 
________________________  __________________________ 
Signature    Date 
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Sample Oath of Office 
 

CONFIDENTIAL INFORMATION AND THE OATH 
OF OFFICE AND SECRECY    
 
Employees owe a duty of loyalty to their employer, the Hamlet of Northtown. 
 
Each employee, before being paid any remuneration, must swear or affirm 
the following Oath of Office and Secrecy: 
 
I, ________________________, solemnly and sincerely swear that I will 
faithfully and honestly fulfill the duties that devolve upon me by reason of my 
employment with (name of community government) and that I will not, without 
due authority, disclose or make known any matter that comes to my 
knowledge by reason of such employment. So help me God. 
 
OR 
 
I, ________________________, solemnly affirm and declare that I will 
faithfully and honestly fulfill the duties that devolve upon me by reason of my 
employment with (name of community government) and that I will not, without 
due authority, disclose or make known any matter that comes to my 
knowledge by reason of such employment. 
 
 
 
Signature of Employee          Date of signing    
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CChhaapptteerr  55))  RReeccrruuiittmmeenntt  aanndd  

SSeelleeccttiioonn  

Section 1) Background Information 

   
 
 
 
 
 
 
 
 
 
 
Recruitment and selection is the 
most important part of the 
Community Government Human 
Resources Development 
System.  It is the process of 
finding and hiring the right 
person for a job in the right way. 
Recruitment is how you attract 
quality candidates to apply for 
vacant positions. Examples of 
recruitment include advertising 
the position, attending career 
fairs, making direct contacts with 
people and so on. The type of recruitment that you use will depend on the 
type of position and the availability of quality, local candidates.  

 
Selection is the means used to determine which of the candidates is best 
suited for the job. The selection process includes conducting interviews, 
holding job related tests and contacting references.  

 
 
 


