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Introduction 
____________________________________________________ 

 
This user manual has been prepared as a guide to assist in the writing of job descriptions for GNWT 
jobs. It identifies information to be collected, how to organize the information once collected, and 
how to use the GNWT job description format. 
 
A job description is a written statement of facts about the scope, responsibilities and organizational 
relationships of a job.  A well written, up-to-date job description should communicate an overall 
picture of the nature of work performed and the position’s role in the organization. It should 
determine the kind of work, level of difficulty, responsibilities and working conditions required of 
the job.  It should focus on the requirements of the job and not any specific incumbent who might 
fill the position. 
 
The job description should be written to describe the job as it currently exists. 
 
A job description provides a factual summary of: 

 The purpose of the position; 
 The scope of the position; 
 The main responsibilities of the position; 
 The unavoidable, externally imposed working conditions under which the work must be 

performed and which create hardship for the incumbent; and 
  The knowledge, skills and abilities required to fulfill those responsibilities. 

 
An approved organization chart must accompany a job description to identify the reporting 
relationships relevant to the job being described and of other jobs that may have an impact on the 
work of the job being described. 
 
What are job descriptions used for? 
 
Job descriptions are used to: 

 Assign responsibilities to a “job” by a deputy head; 
 Establish appropriate compensation through the evaluation of the job using the Hay 

Methodology; 
 Recruit capable and competent staff to perform the job; 
 Set performance expectations; and  
 Conduct human resource planning and resource allocation. 

Who is involved in writing job descriptions? 
 
The Employer has the right to assign responsibilities to a job. This is done through the 
development of a job description.   
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Job descriptions are prepared when a new position is established.  Existing job descriptions should 
be revised when the duties, responsibilities, or organizational relationships of a position have 
significantly changed. Significant changes to duties and responsibilities may result in a change to 
the position’s Hay evaluation (and possibly pay), and/or the position being classified as a “NEW” 
position. 
 
A supervisor often identifies the need to update a job description, and takes the lead in developing 
the new or revised job description.  This work is done in consultation with the Human Resources 
(HR) branch of the Department of Finance.  The department’s HR Client Services representative 
discusses the nature of the work with the supervisor, and involves staff from the Job Evaluation 
and Organization Design (JE & OD) unit when advice or additional assistance is required.  
Additional assistance could include job description writing, research or organizational design 
services.   
 
Once a job description has been developed to the satisfaction of the supervisor and HR 
representative, it is sent (along with a Job Evaluation Request Form and relevant organizational 
chart) for approval and sign-off by the Deputy Head.  These approved documents are then 
forwarded with the appropriate, up-to-date organization chart to the JE&OD Unit for consideration 
to be evaluated through the Hay Methodology. 

 
Why should job descriptions be kept current? 
 
Organizations, and therefore jobs, are dynamic and must be responsive to the priorities and needs 
of the government.  It is therefore imperative that managers review job descriptions regularly to 
ensure they remain current.  
 
Article 34 of the UNW Collective Agreement1 states that employees are entitled to a complete and 
current job description upon hire, reassignment of duties, or written request. Some instances that 
should result in the immediate review and/or revision of job descriptions include: 
 

 A “NEW” position is established; 
 Significant changes in responsibilities; 
 Re-organization of the unit, division or organization which involves the position;  
 Changes in working conditions; 
 Changes in technology; and 
 Periodically reviewed – every 5 years 

 

                                            
1 Article 34 – Statement of Duties 
34.01 When an employee is first engaged or when an employee is reassigned to another position in the Bargaining 

Unit, the Employer shall, before the employee is assigned to that position, provide the employee with a current 
and accurate Statement of Duties of the position to which he/she is assigned. 

34.02 Upon written request, an employee shall be entitled to a complete and current Statement of Duties and 
Responsibilities of his/her position, including the position’s job evaluation level and point rating allotted by 
factor, where applicable. 
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It is important to realize that not all jobs can be described or re-described in isolation of other jobs 
within the unit, division, or department.  Changes to one job may significantly impact other jobs 
and those jobs must also be reviewed and re-described to reflect the changes in responsibility.  
 
Affected jobs should be reviewed at the same time to avoid overlapping duties, to ensure 
responsibilities are assigned in the most effective and efficient manner, and to avoid labour relations 
issues. 

 
 

Contents of a Job Description 
____________________________________________________ 
 
IDENTIFICATION 
 
This information is required to properly identify the position’s place within the organization, and 
provide information for systems and record purposes.   
 
Department 
State the title for the Department, Agency or Board in which this position is located. 
 
Position Title 
A position or job title should be appropriate to the job and serve to identify the position by the 
nature of the work performed.  When determining the appropriate job titles: 
   

 Use titles that are brief, descriptive, and gender-neutral; 
 Use titles consistent with GNWT job models and/or similar jobs, as recommended by 

Human Resources representatives;  
 Change the job title if the responsibilities change and the title no longer reflects the 

primary purpose of the job. 
 
Position Number 
The position number includes a two-digit prefix number signifying the Department, Board or 
Agency, followed by a unique position number that is assigned through the Job Evaluation process 
(e.g. 11-0451). 
 
If the position is new, enter the department code and the word NEW (e.g. 11-NEW).  A position 
number will be assigned once the position has been evaluated using the Hay Methodology.  
 
Each position must have its own job description – even if there are multiple identical positions.  
 
For positions with significant amount of identical job descriptions (eg. Corrections Officers) – 
please consult with your Human Resource representative regarding bundled JD’s. 
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Community 
State the name of the community in which the position is located. 
 
Division/Region 
State the name of the division within the organization and/or the GNWT region in which the 
position is located.   

 

PURPOSE  
 
Three components should be included in this section to briefly describe why the position exists:        
 

1. What the position does; 
2. What the overall context of job is; and 
3. What the overall end result (outcome) is expected to be.  

 
Questions to ask: 

 Why does the position exist? 
 What is the main goal of the position? 
 What gap does it fill? 

 

SCOPE 
 
Scope describes the context the position works in and impact the position has on the department 
or area in which it is located, or how it impacts on other departments, the government as a whole, 
or the public.  This section identifies the magnitude (importance) of that impact on the 
organization or the government.  It can include reference to control over financial aspects. 

 
Questions to ask: 

 Where is the position located (geographical area)? Is it responsible for other areas?  
 Who the position reports to? 
 What is the legislative or policy framework in which the job exists? 
 Who does the position provide services to (who are the clients)? 
 Does the position impact a large or a small budget? If so in what way? 
 What are the financial aspects this positions is accountable for such as Compensation and 

Benefits, Operations & Maintenance, any Grants or Contributions, and Capital?  
 Does the position have an impact on the public, employees, other government departments, 

outside agencies, or other organizations in any way? 
 What are the quantitative measures in providing services (e.g. how many projects is the 

position responsible for, how large are they, does the incumbent work on them concurrently 
or on a project by project basis, etc.)? 

 How many full time employees report to this position? Do they report directly or indirectly? 
 What is the division/unit/section budget and what is the contribution or impact of this 

position? 
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* Note – Since the Scope is information regarding the context in which the position operates, it is 
often easier to finalize once the Responsibilities have been fully developed. 

 

RESPONSIBILITIES  
 
This section summarizes the major responsibilities and the expected outcomes of those 
responsibilities that contribute to the overall purpose of the position. Responsibilities describe 
accomplishments with respect to people, ideas and other factors that contribute to the overall 
purpose of the position.  
 
When trying to describe the responsibilities refer back to the Purpose statement for the position to 
determine if it is relevant. Defining and clarifying the responsibilities and activities should also 
assist with writing the Scope section.  
 
The responsibilities should only reflect the job as it currently exists, and not how it existed in the 
past or will exist in the future. If the job has changed, review all responsibilities to determine what 
stays the same and what has changed. Management or supervisory positions should reflect the 
subordinate position(s) through which their responsibilities are accomplished. The amount of 
detail in this will vary depending on the level of work performed in the job. 
 
A job description is not about the incumbent in the position – do not state personal qualifications or 
attributes instead focus on the requirements of the position. 
 
Statements of responsibilities do not reflect any value to the position until they are described within a 
context and the end result (outcome) is stated. 
 
Sample Statement for a Purchasing Officer: 
 

 

HOW TO WRITE A BROAD RESPONSIBILITY STATEMENT 

The 3 basic 
components 

Notes and Suggestions A typical statement broken down 

1. Start with 
a verb  

Use a verb to appropriately 
indicate the level of 
responsibility associated 
with the work  

Plans, organizes and conducts…  

2. What 
Describe “what” is done to 
effectively clarify the level of 
responsibility  

the procurement of high value, high 
profile commodities…  

3. Why  
Explain “why” it is done to 
define the objective for 
accomplishing the work  

to ensure the purchasing process is 
carried out effectively, efficiently and 
supports departmental programs.  
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Questions to ask: 
 What does the incumbent spend most of their time doing? (ie. what are the typical duties 

not rare or unusual duties) 
 Why does the incumbent perform these activities?  
 What value do the responsibilities add to the organization? 
 Does the incumbent provide interpretation and advice that affect the end result - if so, to 

whom?  
 
Common Errors 

 Language is too passive.  Use active tense (Glossary of Terms).  It will add value to your 
description and will probably make it simpler and shorter. For example, instead of writing 
“The incumbent will provide clerical support to the division” say “Provides clerical support 
to the division.” 

 Focus is too narrow.  Describe what work is involved in the position but avoid long lists of 
duties.  The job description is meant to be a generalization of what the position 
encompasses. Also, the job description should reflect the responsibilities of the position, not 
the personal qualifications or attributes of the incumbent in meeting the expected end 
results of the job.  Leave the list of duties to a work specification sheet or work plan. 
 

WORKING CONDITIONS 
 
Working conditions describe the physical, environmental, sensory and mental demands of a 
position that are unusual and create hardship for the incumbent while carrying out their 
responsibilities. The frequency, duration and intensity of the working conditions should be 
identified and measurable in time (i.e. every day, 7.5 hours a day, two or three times a week, 
normal, moderate, substantial and extreme). This section documents the conditions of work, not 
the effect it may have on an employee.  
 

Note that the evaluation of working conditions assumes that:  

 all proper precautions are taken;  
 staff are trained in and knowledgeable about the use of equipment and the processes 

involved in carrying out the job; and  
 the employee is competent at carrying out the job. 

 

For positions that require an extensive list of conditions (e.g. tradesman or nurse), a matrix or grid 
layout may be more appropriate under each category. 
 
Physical Demands 
 

Jobs may require levels of physical activity that vary in intensity, duration, and frequency, or any 
combination of these factors, which produce physical stress or physical fatigue.  Physical demands 
may include: 

 Handling of material or objects;  
 Lifting, stretching, pulling, pushing, climbing, walking, carrying, sitting, standing;  
 Working in awkward positions; 
 Other unusual circumstances. 
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Note: For a normal office environment, the following statement is sufficient: “No unusual 
physical demands. “ 
 
Questions to ask: 

 What are the physical demands of this job that result in fatigue by the end of a typical 

workday?  Based on the nature of the work, you may have to provide an example such as a 

job that requires someone to lift and carry 10kg boxes all day versus one that sits at a desk, 

can get up and move around or take a break. 

 What is the frequency and duration of each activity? 

 
Environmental Conditions 
 

Jobs may include progressive degrees of exposure (of varying intensity) to unavoidable physical 
and environmental factors, which increase the risk of accident, ill health, or physical discomfort. 
Environmental conditions may include: 

 Exposure to toxic or unpleasant fumes; 
 Extremes of temperature level, loud noise, vibration, dirt, dust; 
 Unavoidable exposure to hazardous substances, equipment, and/or situations. 

 
Note: For a normal office environment, the following statement is sufficient: “No unusual 
environmental conditions.” 

 
Questions to ask: 

 What are the environmental demands of this job that may result in an increased risk of 
accident or ill health?  Examples should be provided such as a heavy-duty mechanic who 
may work in a shop where there are fumes or where the incumbent needs to work on 
equipment outside in cold weather or in the summer exposed to flies and mosquitoes. 

 What is the frequency and duration of each activity? 
 
Sensory Demands 
 

Jobs may require concentrated levels of attention with any one or combination of the five senses in 
order to discern something in the course of meeting the responsibilities. The sensory attention 
required may vary in intensity, duration and frequency.  The intensity of the concentration may be 
affected by subtle sensory factors that may be difficult to discern. Amount and nature of 
distractions in the environment that may affect several sources of sensory attention during the 
work process may include: 

 Reading, watching, studying, observing, focused listening;  
 Smelling, tasting, touching, attending to the nuances of sound; 
 Auditing, inspecting, tabulating data, proofreading, manual manipulation;  
 Operating mechanical equipment, monitoring video display terminals, providing technical 

troubleshooting. 
 
Note: For a normal office environment, the following statement is sufficient: “No unusual 
sensory demands.” 
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Questions to ask: 
 What are the sensory demands of the job?  Are there periods of time where the job requires 

focused attention or the need to discern very small differences that requires high levels of 
concentration?  Some examples should be provided (e.g. proofreader). 

 What is the frequency and duration of each activity? 
  
Mental Demands 
 

Jobs may have external factors that create the risk of mental or emotional fatigue inherent in the 
work process or environment, and may include: 

 A disruption in lifestyle caused by work schedules or travel requirements; 
 Boredom resulting from work repetition; 
 Lack of control over work pace because it is irregular or machine controlled; 
 Emotional deprivation resulting from isolation or lack of privacy; and 
 Exposure to emotionally disturbing experiences. 

 
Note: For a normal office environment, the following statement is sufficient: “No unusual 
mental demands.” 

 
Questions to ask: 

 Are there demands on the incumbent that may cause mental stress?  Is there risk to 
personal safety that a normal person might worry about?  Is there lack of control over work 
pace?  Does the incumbent have to travel away from home? 

 What is the frequency and duration of each activity? 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 
In this section, the specific knowledge, skills and abilities that are required for the job are 
described: 

 Knowledge: identifies the acquired information or concepts that relate to a specific 
discipline. 

 Skills: describe acquired measurable behaviors and may cover manual aspects required to 
do the job. 

 Abilities: describe natural talents or developed proficiencies required to perform the 
responsibilities of the job. 

These requirements are in reference to the job, not to the incumbent performing the job.  Describe 
what knowledge, skills and abilities are required, why they are required, and how they are 
normally acquired.  

The knowledge, skills, and abilities required for the position should support the scope and 
responsibilities.  
 
Typically, the above qualifications would be attained by: 

This section contains information about the ideal education and experience required to perform 
the job, as well as any certifications legally required to perform the job duties.  
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The levels of general educational development and the knowledge and skills normally acquired on 
the job should be stated and interpreted as the minimum needed to competently perform the job.   
Bona fide (statutory) requirements for specific education, training or certification should be 
included (e.g.: Registered nurse, Journeyman electrician, Class 1 Driver’s license, 4th Class 
Stationary Engineer, Professional Engineer).  
 
The phrase “or an equivalent combination of education and experience may be considered” can be 
included after any formal educational and years of experience requirement, unless the work cannot 
be performed without these qualifications. An equivalent combination may not be appropriate 
where a professional designation or registration is required by law or licensing governing body. 
 
Questions to ask: 

 What is the incumbent of the job required to know how to do? 
 What theoretical knowledge is required (if any)? 
 What knowledge of the organization is the incumbent required to possess to be fully 

competent in the job? 
 Are there any bona fide occupational requirements for the job? 
 If you think of the people that have done this or similar jobs, where did they typically gain 

the skills required to do the job? 
 
Common Errors  
 Exaggerating educational requirements. If educational levels are stated, avoid over-inflating 

the requirements in order to prevent bias and creating systemic barriers to applicants. 
Unless the education is a statutory requirement, it will not influence the outcome of its Hay 
evaluation. 

 Using poor or ambiguous word choice. When describing skills and abilities, avoid using 
terms or words that may influence gender bias such as “maternal”, “sensitive”, “caring”, 
“strong”, “aggressive.” Instead use terms like “ability to recognize and respond to client 
needs”, “ability to lift large, heavy objects”, “ability to clearly define department needs and 
influence clients.” 

 Using value statements or opinions about the level of knowledge, skill and abilities with 
words such as “excellent”, “solid”, “good”, “fair”, etc. Keep in mind that the knowledge, skill 
and abilities support the responsibilities and the responsibilities identify the level of the 
skill required. 
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ADDITIONAL REQUIREMENTS 
 
Position Security 

 No Criminal Records Check Required 
 Position of Trust – criminal records check required 
 High Sensitive Position – requires verification of identity and a criminal records check 

 
Each position should be assessed in terms of security requirements. Consult your HR Client Service 
representative to confirm requirements for the position.  
 
French language (check one if applies) 

 French required (must identify required level  below) 
Level required for this Designated Position is: 

ORAL EXPRESSION AND COMPREHENSION 
Basic (B)        Intermediate (I)       Advanced (A)     

READING COMPREHENSION: 
Basic (B)       Intermediate (I)       Advanced (A)       

WRITING SKILLS: 
Basic (B)       Intermediate (I)       Advanced (A)       

 French preferred 
 
Indigenous language: Choose a language 

 Required 
 Preferred 

 
CERTIFICATION 
 
A position number is required unless it is a new position (see Identification section). 
 
The original job description should contain original signatures: 

 The employee may sign (if the position is occupied) the job description to acknowledge that 
the job description accurately describes the responsibilities of the position; 

 The supervisor may also sign to certify that the job description accurately describes the 
responsibilities she/he has assigned to the position; 

 The Deputy Head or delegate MUST sign to approve the responsibilities outlined in the job 
description within the context of the organization. 

 
The Deputy Head or delegate also signs the organization chart attached to the job description.  This 
confirms the organizational context for the position. 
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BILINGUAL POSITION 
____________________________________________________ 
 
JOB DESCRIPTION REQUIREMENTS FOR A BILINGUAL (French) POSITION 
 
A job description for a bilingual required position must be translated prior to advertising.  
Advertising the position can only be done when both the English and French job descriptions and 
job posters are available.  
 

Position Title:  
For a bilingual position the title needs to be posted in both languages simultaneously (posting 
title).  (English first and then other official Language).  
 
Example: Advisor, French Language Services / Conseillère en matière de services en français 
 

Purpose: 
Include in this section that this position is in accordance with the requirement of the Official 
Language Act of the NWT. 
 

Scope: 
To include in this section: The incumbent works within the framework established by the Official 
Language Act of the NWT. 
 
For French Bilingual Position: 
The incumbent works within the framework established by the Official Language Act of the NWT 
and the Strategic Plan on French Language Communications and Services. 
 

Knowledge, Skills and Abilities: 
For a bilingual position, language skill requirements must specify the proficiency level for the 
second Official Language1 in three areas:  speaking, reading, and writing.   
 
KNOWLEDGE, SKILLS AND ABILITIES 

[basic/intermediate/advanced] reading skills in [other Official Language1] 
[intermediate/advanced] speaking skills in [other Official Language1] 
[basic/intermediate/advanced] writing skills in [other Official Language1] 
 
The incumbent must be bilingual with the ability to read, speak and write in English and in [other 
Official Language1]. 
 
Always using the order of reading, speaking, and writing. 
 
Example: Candidate will be submitted to a language proficiency assessment test and must reach the 
intermediate level in reading, speaking, and writing in French. 
 
1 Chipewyan, Cree, French, Gwich’in, Inuinnaqtun, Inuktitut, Inuvialuktun, North Slavey, South 
Slavey or T   ch  


