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Nunavut Municipal Training Organization

Job Description — Coordinator

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.

The MTO is looking to hire an enthusiastic, skilled person to assist in a full range of activities
related to supporting the delivering of municipal training for Nunavut municipalities by providing
logistical support to program delivery and administration, and by communicating through
websites and Facebook.

Reporting to the Director of Operations and the Senior Project Manager, the Coordinator
ensures the logistics for training programs and services offered by the MTO are implemented,
supports training activities and provides administrative support. The Coordinator works with the
MTO team to deliver effective social media communications. The Coordinator’s work is guided
by the annual Business Plan and the mission, vision, and strategic priorities of the MTO.

Responsibilities
As the Coordinator, your responsibilities are to:

Supporting Program Delivery
¢ Provide support to training activities by ensuring logistics are in-place, tracking attendance
and supporting participants & instructors,

e Prepare course packages (update instructor report and attendance templates),
¢ Monitor in-person training in the MTO building workshop,

e Coordinate participant entries/exits at Building 155, availability to work five consecutive
days during weeks where there is training scheduled in the office,

e Prepare course materials for in-person workshops and shipping to the location,
¢ Manage the inventory and purchase course supplies,
e Update Community Contact Lists,

¢ Maintain registration email account and forwarding course registrations to appropriate
project manager and updating data entry on spreadsheets as delegated,

e Assist in tracking project milestones and deliverables,

e Print & file final project reports/course documents,

e Age and shred project reports/course documents,

e Obtain quotes when required,

e Assist with finding contractors to support course delivery (interpreters, elders),




Supporting MTO Operations

Administrative

Keep accurate logs of time spent on 3rd party funded projects such as CIRNAC,
Monitor the toll-free MTO phone line and generic information email account/address,
Maintain and manage supplies for printers & copiers,

Organize and set-up storage rooms and training rooms,

Purchase office supplies,

Maintain inventory list of office and course supplies,

Conduct annual inventory of course supplies, office supplies and electronics,

Maintain office equipment, update & set-up electronics and computers, and troubleshoot
minor technical issues,

Maintain whisper kits, Owls and laptop Kkits,
Create how-to manuals for use of electronics,

Run errands as required, including shipping/picking- up cargo and orders (Canadian North,
Amazon Hub, Post Office, Royal Bank and others),

Ensure follow-ups are completed on time,
Answer phone calls regarding general inquiries,
Cleaning/tidying up MTO offices,

Ensure that office security measures are followed,
Assist MTO staff as required,

Financial

Print & file all Accounts Payable and Accounts Receivable,
Create bank deposits as needed,
Age and shred documents as per document disposal schedule,

Communications

Create promotional posters and social media promotions,
Update MTO website as required,

Update social media with announcements,

Update Facebook advertisements for courses as required,

Knowledge, Skills and Abilities
This is a busy, challenging and engaging opportunity. As the ideal candidate, you are:

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 priorities and developing a plan to meet multiple workplace
expectations

a problem solver, assessing problem situations to identify causes, gathering 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.
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o aclient-focused professional, anticipating, understanding, and responding to the needs
of the organization and the other staff.

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

o 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 Education or training in office administration, project coordination or related fields plus two
years related experience.

e Experience with:

O

O

O

O

O

O

O

Managing administrative and financial tasks for a busy organization,
Managing/organizing event logistics

Coordinating project

Writing promotional or marketing material and social media content,
Microsoft Suite and Teams,

Working collaboratively with other employees, often working remotely, and

Working in a northern environment.

e Applicants must possess a valid driver’s license

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