
Northwest 
Territories 

IDENTIFICATION 

Department 

Education, Culture and 
Employment 

Position Number(s) 

71-12197

PURPOSE OF THE POSITION 

Position Title 

Senior Policy Advisor 

Community Division/Region(s) 

Yellowknife 
Policy, Legislation and 
Communications 

The Senior Policy Advisor is responsible for providing strategic policy advice and 
analysis on a wide variety of education, culture and employment related subject-matters 
to staff and senior management across the Department and the Minister. The Senior 
Policy Advisor leads the development and review of departmental policies, directives, 
briefing notes, and decision-making documents. This requires the incumbent to develop 
and contribute to a wide variety of complex documents for senior management, the 
Minister, Cabinet and the Legislative Assembly. 

The core purpose of this position is to provide strategic, systems-level analysis and 
advice to senior management and the Minister. The incumbent leads the development 
of, and provides expert advice on, the Department's cross-functional and inter
departmental activities and responsibilities. The size and complexity of the Department 
and its arms-length institutions, combined with the numerous and varied responsibilities 
of the Department and Minister, means that the incumbent is called upon to understand, 
synthesize, analyse, and provide accurate and strategic advice on the operations of the 
entire Department. 

Aside from the traditional functions of a Senior Policy Advisor, the incumbent also leads 
the Department's intergovernmental and Aboriginal rights activities. This includes the 
Department's contributions to, and participation in, Federal / Provincial / Territorial / 
Aboriginal government forums and initiatives, and leading the Department's participation 
in the negotiation and implementation of Aboriginal land, resources and self-government 
agreements. 
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• Review and assess material developed for F/P/T/A meetings and provide advice
directly to the Minister and senior management on these materials.

• Review, evaluate and maintain currency on various issues related to territorial
departments and agencies.

• Co-ordinate and monitor positions taken at the various F/P/T/A tables and ensure
positions are consistent with departmental and government policies.

• Review and monitor intergovernmental arrangements that are pertinent to the
effective management and program development within the department.

• Communicate positions and developments at the national, federal and provincial
level to senior management.

• Provide research, analysis, and recommendations on key issues impacting the
department or the GNWT.

KNOWLEDGE, SKILLS AND ABILITIES 

>, Specialized knowledge of policy analysis and formulation. 
>, Knowledge of federal/provincial/territorial/Aboriginal government relations. 
>, Knowledge of Aboriginal land, resources and self-government rights and how they 

relate to the political environment of the NWT. 
>, Knowledge of northern, circumpolar and Aboriginal education, culture and 

employment issues. 
> Written communication skills to ensure the development of policy, Executive Council

submissions, and briefing materials that are clear and concise and convey complex
information and detailed recommendations.

> Verbal communication skills to effectively communicate with a wide variety of
audiences, including Senior Managers and Ministers on complex subjects, and to
engage in delicate negotiations with internal and external parties.

> Ability to develop and express ideas, concepts and recommendations in a clear and
concise manner using appropriate verbal, written and graphic means.

> Strategic-thinking skills and judgment, as well as a demonstrated ability to research,
analyse and synthesize multiple concepts and priorities.

> Analytic and problem-solving skills to synthesize complex information, identify cross
divisional and departmental linkages, and assess risk and opportunity.

> Demonstrated ability to be assertive and confident with strong interpersonal and
negotiation skills.

> Exceptional organizational and time management skills, including the ability to
prioritize tasks, perform work under pressure, and meet deadlines.

> Demonstrated ability to independently lead files and provide support and advice
directly to the Minister and senior management.

> Ability to work with a wide range of computer applications, including word processing
and presentation software.
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TYPICALLY, THE ABOVE QUALIFICATIONS WOULD BE ATTAINED BY: 

� Completion of an undergraduate degree (e.g. Bachelor's) in the social sciences, 
humanities, education, or a related field. A graduate degree (e.g. Master's) will be 
considered an asset. 

� A minimum of 4 years of related experience, including a minimum of 1 year working 
in policy, research, Aboriginal rights, or intergovernmental relations. 

WORKING CONDITIONS 

Physical Demands 

Generally minimal; however, during extended meetings, negotiation sessions, or 
sessions of the Legislative Assembly and Standing Committees, the incumbent is 
subject to physical fatigue caused by long or extended hours. 

Environmental Conditions 

No unusual environmental conditions. 

Sensory Demands 

Sensory demands include high concentration to capture important subtleties during 
difficult and often emotionally charged meetings. Sensory demands are for frequent 
periods of short duration. 

Mental Demands 

The incumbent is subject to high levels of stress related to multi-tasking and working to 
tight deadlines in a setting where there are frequently changing priorities, conflicting 
interests and differing perspectives. The incumbent is also subject to high levels of 
stress when collaborating with senior officials. Mental demands are for frequent periods 
of short duration. 

ADDITIONAL REQUIREMENTS 

Position Security (check one) 

X No criminal records check required 
o Position of Trust - criminal records check required
o Highly sensitive position - requires verification of identity and a criminal records

check
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