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Nunavut Municipal Training Organization

Job Description — Project Manager

Background

The Nunavut Municipal Training Organization (MTO) provides Nunavut-specific training and
professional development opportunities to support and enhance municipal operations across
the territory. Training programs and services are identified through consultations, input from
the Municipalities and requirements for certifications such as firefighter training.

The MTO is looking to hire an enthusiastic, skilled person to assist in a full range of activities
related to delivering municipal training for Nunavut municipalities, from organizing training
opportunities, coordinating with the stakeholders and procuring equipment to the logistics of
program delivery.

Reporting to the Senior Project Manager, the Project Manager ensures the municipal training
programs and services offered by MTO are timely, of high quality and relevant and aligned
with municipal priorities and legislative requirements and standards. This work is guided by
the annual Business Plan and the mission, vision, and strategic priorities of the MTO.

Responsibilities

As the Project Manager, your responsibilities are to:

Deliver programs
e Work with SAQ’s, GN/municipal staff and facilitators to confirm delivery dates,

e Update all logs including payment requisitions, course supplies, training schedule,
project tracking,

e Coordinate training program logistics, including technology, venues, travel by:
o Preparing course delivery checklists for assigned courses;

o Soliciting quotes and booking necessary facilities, catering, transportation,
accommodations, equipment and etc.;

o Ensuring facilitators have all required information to carry out their responsibilities,

o Responding to questions or issues and solve problems as they arise to ensure
participants receive the most satisfactory training experience possible.

Communications
e Liaise with partners and other relevant organizations and individuals to provide
information, gather input or carry out research,

¢ Update the MTO website and social media pages when required,

e Create promotional posters and social media promotions.



Financial

Receive and verify accuracy and eligibility of municipal, contractor, project or class of
activity and forwarding to the Senior Project Manager for review,

Document receipt of registration fees and forward to the Senior Project Manager review,
Classify invoices accurately according to proper course, project or class of activity,

Assist in the preparation of monthly, quarterly and annual financial reports.

Reporting

Maintain a participant database, tracking related information, attendance and training
delivery outputs and data,

Prepare reports on participation and course delivery for the Director of Operations,

Retain accurate log of time spent on 3rd party funded projects such as CIRNAC.

Knowledge, Skills and Abilities

This is a busy, challenging and engaging opportunity. As the ideal candidate, you are:
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a highly professional and engaging individual with excellent written and verbal
communication skills, strong familiarity and comfort with Microsoft suite of programs

an organizer, adept at multi-tasking, setting priorities, developing work schedules and
monitoring progress, data, information and activities

a planner, determining strategies and following action plans

a problem solver, assessing problem situations to identify causes, gathering and
processing relevant information, generating possible solutions, and making
recommendations to resolve the problem.

adaptable, willing to be flexible, versatile and tolerant in a changing work environment
while maintaining effectiveness and efficiency.

a client-focused professional, anticipating, understanding, and responding to the
needs of the municipalities and municipal staff

a strong team player, working cooperatively and effectively with others to set goals,
resolve problems, and make decisions that enhance organisational effectiveness and

knowledgeable on issues facing northern and remote municipalities



Your application

Submit your resume clearly demonstrating how your work and other experiences align
with the essential qualifications listed below.

e Experience, education or training in adult education, human resource
development, project management public administration or related fields plus two
years related community development experience, preferably in a Nunavut
municipality, organization or government.

e Experience with:
o Managing projects,
o Microsoft Suite and Teams,
o Project Management software,

o Organizing large events or delivery of training, etc. involving complex
logistics and remote locations,

o Researching, analyzing, writing promotional or marketing material and social
media content,

o Working collaboratively with clients, customers, partners or stakeholders, and

o Working in a northern environment.

Candidates who have education, training, and/or experience equivalent to the essential
qualifications listed above may be considered.
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