VUNTUT GWITCHIN GOVERNMENT

Government of Vuntut Gwitchin First Nation
HUMAN RESOURCES DEPARTMENT

P.O. Box 94, Phone: (867)966-3261
Old Crow, Yukon Fax: (867)966-3800
YOB 1NO Email: hrd@vgfn.net

CAREER OPPORTUNITY
EXECUTIVE DIRECTOR
OLD CROW, YUKON

The Vuntut Gwitchin of the North Yukon have boundless pride in their ancient cultural heritage
and ancestral homelands. We exercise our inherent right to self-government, to take
responsibility for the general welfare of our citizens, and to provide for the good government of
our communities, lands and resources. The VGFN is undergoing exciting, dynamic and
innovative changes towards enhancing our independence as a self-governing First Nation.

THE LOCATION

The Community of Old Crow is the most northerly community in the Yukon Territory. Situated on
the banks of the Porcupine River near the spectacular Vuntut National Park, Old Crow is home to
the vibrant and progressive Vuntut Gwtichin First Nation [VGFN] and the only fly-in community in
the Yukon. The area offers a variety of outdoor activities including fishing, hunting and adventure
tours.

THE OPPORTUNITY

With your passion for being part of and serving the community, you are seeking a fulfilling
leadership role that will engage and inspire you. This is an opportunity to make a significant
contribution to the VGFN First Nation future direction, growth and success. As the Executive
Director, you will work with Chief and Council to develop and lead execution of the strategic
direction and forward-thinking vision, mission and values of the Vuntut Gwitchin First Nation. You
will maintain effective relationships and inspire employees, citizens, clients and all stakeholders.

The Executive Director also identifies and provides oversight to manage strategic, operational
and financial risks. You will be responsible for leading, planning, managing and implementing
VGG programs, services and policies in accordance with the Governance Act, Resolutions and
Strategic Plans. You will ensure effective liaison, on behalf of Chief and Council, with officials of
the Federal, Territorial Governments, other First Nations, agencies and business associates in
support of Vuntut Gwtichin goals and objectives.

THE PERSON

As the Executive Director, you are a visionary who brings a balanced leadership approach
between managing external engagement and responsibilities while at the same time fostering a
strong internal organization as the VGG continues to evolve in response to Citizen/Community
needs. You will inspire, motivate and mentor others within the organization while taking
accountability to deliver and build on the culture of inclusivity and care for employees and clients.

YOUR QUALIFICATIONS

You will have a post-secondary credential in Business, Public Administration, First Nations
Governance or the human sciences supplemented by formal leadership training. Your
experiences at the senior management level, preferably within a First Nations environment,
government or a related industry will be essential to your success in this position.

Having demonstrated social responsibility, worked with other First Nations Councils and provided
leadership in developing an inclusive and transparent employment culture, you have
demonstrated the skills and experience to provide Executive leadership to the Vuntut Gwitchin
government. Your knowledge and experience in working with multiple stakeholders in a First
Nations environment, demonstrated community leadership, and passion for the mission will
enhance your ability to achieve expected results.

Knowledge of the Self-Government Agreement [SGA], First Nations Final Agreement [FNFA], VG
Constitution and the VG Governance Act are assets.

The successful candidate will be appointed by Chief and Council. Preference will be given to
qualified Vuntut Gwitchin First Nations Citizens.

The VGG offers a competitive compensation and benefits package. Relocation assistance is
available. Salary range is from $107,938 plus a Remote Living Allowance of $8200.00. Staff
housing is available for this position.

VGG

Government of VGFN



VUNTUT GWITCHIN GOVERNMENT

Government of Vuntut Gwitchin First Nation

HUMAN RESOURCES DEPARTMENT

If you are interested in this unique opportunity, please submit cover letter and resume to:

Karen Clark-Marlow
Human Resources Director
Vuntut Gwitchin First Nation Government

PO Box 94
Old Crown, YT YOB 1NO Tel: [867] 966-3261 Ext: 224
E-mail: hrd@vagfn.net Fax: [867] 966-3800

Closing Date:  October 14, 2020

We thank all those who apply; however, only those selected for an interview will be contacted.
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Vuntut Gwitchin Government

Identification: Executive Director
Depariment:  Executive Office/Chief and Council

Supervisor: Chief

Date: July 2006
Status: Full-time
Level:

Job Summary:

Reporting to Chief and Coundl, and with added direction from the Management Team, the
Executive Director is responsible for leading, planning, managing and implementing Vuntut
Gwitchin Government programs, services and policies (other than the finandal affairs assigned to
the Director of Finance) in accordance with the Governance Act, Resolutions and Strategic Plans.
The position is also responsible for supervising Departmental Directors, exclusive of the Financal
Director, and serves asteam leader of the Senior Management Team, and a team member of the
VGFN Management Team.

The position is also responsible forensuring effective liaison, on behalf of Chief and Council, with
officials of the Federal, Territorial Governments and other First nations, agencies and business
associates in support of Vuntut Gwitchin goals and objectives.

Main Duties:

Leads and directs the day to day administrative operations of the Vuntut Gwitchin
Government by:

e Providing advice and recommendations to Chief & Council and the Management Team with
respect to corporate program and policy requirements;

e Ensuring approved programming, services and policies are implemented as per direction
provided by Chief & Council and the Management Team

e Directing the execution of all legal documentation, resolutions and by-laws for corporate
operation duly authorized by Chief & Councll and the Management Team

e Establishing corporate and department specific goals, objectives and expectations, in
conjunction with Chief & Coundl and the Management Team, and providing direction to
departmental Directors;

e Evaluating, or directing the evaluation of existing work flows, programs, services and polides
to asse ss effectiveness and identify service gaps, consulting with Directors on improvements
or changesin direction, advising Directors, and monitoring progress

e Responding to crisis situations or critical incidents, consulting with Directors to determine
whatis required to resolve and/or mediate the situations

e Coordinating, in conjunction with the Finance Director annual budget forecasts, funding
proposals and submissions

e Reviewing monthly financial statements, and annual audits with the Finance Director and
other departmental Directors to ensure budget targets are being met and are being revised
as necessary and to be kept updated on funding proposals and sources

e Monitoring corporate budget requirements and financial policies and procedures
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Working in conjunction with the relevant Directors and staff to assist and participate in the
development of negotiating mandates for Program & Service Transfer Agreements, Finandal
Transfer Agreements, and other agreements and accords;

Meeting weekly with departmental Directors to review program activiies and progress,
establish priorities, identify and address concerns and provide corporate direction and
expectations;

Directing the development of in-house training plans and ensuring approved plans are
implemented;

Ensuring that personnel policies and procedures are drafted and implemented and that such
polices and procedures are in accordance with Canada Labor Law, Human Rights
Legislation, Revenue Canada Legislation and the Privacy Act

Establishing policies and procedures regarding an archival records management system for
the safe keeping of key government documents, and ensuring that records are maintained for
safety and confidentiality

Monitoring the work of consultants, negotfiators, lawyers and other contracted professionals,
dealing with problems, and gathering reports

Writing and submitting reports

Analyzing stafistical data

Ensures implementation of Chief & Council business by:

Monitoring that business is in compliance with the Governance Act, Constitution, Final
Implementation Plan, and Self-Government agreements, C&C operation manual, and
following administrative polides and procedures, and alerting staff and Chief & Council when
compliance needs to occur

Assisting with implementation of General Resolutions

Documenting and filing the execution of all laws authorized by Chief & Council

Attending Chief and Council meetings as a resource and governance advisor

Providing support services by administrative staff

Monitoring the work of government associated corporations and trusts to ensure being
conducted as per agreements

Conducting Chief & Council spedfic activities such as General Assemblies, meetings, and
caribou lobbying

Ensures that governance legal documents and information are maintained by:

Operating a registry of the wiitten laws of the First Nation, which shall contain authentic
copies of the Constitution, all Acts enacted and resolutions passed by the Coundil, and all
agreements with othergovernments

Establishing an archive of the maps and otherinformation required to establish and prove the
territorial jurisdiction of the First Nation

Operating a registry of the names of all citizens of the First Nation

Operating a registry showing the statutory offices established by the Constitution or any Act,
the name of the person appointed to or otherwise holding each office, and the particulars of
his or her appointment

Having custody of the seal of the First Nation

Keeping proper records of the proceedings and decisions of the meetings of the General
Assembly, the Council, the Elders’ Council and the Review Coundil

Ensuring that documents and registries are archived and safe againstloss or damage

Ensures corporate communication between Chief & Council and/or Management Team,
and employees, partners, business associates and citizens by:

Reporting directly to Chief & Council and/or the Management Team on government activities
induding program and project status, financial issues and budgets, funding sources,
personnel issues and other relevant information;

Acting as a liaison between Chief & Council and other First Nations organizations, boards,
coundls, and committees, agendes, and officials of the Federal, Territorial, Provincial and
Municipal governments, to ensure effective communication and that the Vuntut Gwitchin
citizens and community resident interests and needs are addressed;

2
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Acting as a liaison between Chief & Council and/or the Management Team and Deparment
Directors (exclusive of the Finance Director) to ensure effective communication, direction and
problem solving

Ensuring Vuntut Gwitchin cdtizens are kept informed of government plans, polices and
initiatives;

Actively partidpating in Chief & Councl meetings and meetings of various committees to
ensure corporate requirements are met;

Ensuring minutes from the Directors meetings are word processed, filed and posted for
public reading

Informing Chief and Council and/or Management Team of business from the Directors
meetings that needs action by Chief and Coundil and/or Management Team

Ensuring that Chief & Councl and/or Management Team is kept up-to-date on crisis
situations

Coordinating meetings between Directors, the Senior Management Team and Chief &
Coundil and/or the Management Team

Directs the finances of the Executive Office and Chief & Council by:

Gathering budgets from staff, and Chief & Council, and compiling into yeary budgets
Submitting and defending the yeary budget request to the Senior Management Team and
Chief and Council

Preparing variance reports

Reporting to the Finance Director of any projected shortages or surpluses.

Recondiling revenues of contribution agreements to expenses.

Approving deparimental purchases and contracts, monitoring budget and expenditures, and
deciding when to move budget dollars to other budget items as needed

Hires and Supervises staff by:

Evaluating staffing needs and determining qualifications needed.

Establishing work priorities and making changes to workioad as needed.

Evaluating performance

Discussing training needs with staff and the Human Resources Dept. and monitoring
implementation of plans, and evaluating effectiveness of training

Assisting with problem solving and personnel issues.

Approving timesheets and leave requests

Ensuring compliance with WCB regulations and reporting job injuries to the HR Department.

Job Knowledge and Skills:

e Degree in one of the following: Business or Public Administration, First Nations
Governance, or humanities/social sciences, or the equivalent in experience and relevant
training.

e Knowedge of Umbrella Final Agreement (UFA), Self Government Agreement (SGA) and

First Nations Final Agreement (FNFA)

Work experience at a senior level in government or large corporation

Awareness of Yukon First Nation government systems

Awareness of Yukon First Nations relationships with Federal and Territorial governments

Knowedge of finandal management and control methods and techniques

Knowedge of project management

Knowledge of strategic planning steps that indude assessing, identifying, developing,

implementing, evaluating and monitoring information, goals and plans

e Knowedge of Human Management practices and laws

Management Skills:

e Abilitytolead by example.
e Ability to be a team playerand work with people from varous disciplines and cultures.
e Ability to delegate.
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e Ability to multitaskin a high paced environment

Ability to problem solve and resolve conflicts

Time management and organizational skills.

Ability to assume responsibility and meet deadlines.

Ability to supervise and mentor staff.

Ability to wiite reports and make presentations

Ability to negotiate contracts and contribution agreements

Ability to analyze, prepare and reconcile budgets and expenditures

Ability to research and analyze organizational and deparimental needs and develop

strategic goals, work plans, and policies and procedures.

Ability to prioritize and rankissuesin relation to the overall goals of VGFN.

e Ability to develop policy papers, technical papers and presenting technical data to Senior
Management Team, Chief and Councl and government officials.

Spedfic Skills:
e Ability to use MS Word, Excel, Powerpoint, web browsers and email
e Ability to provide strong leadership and motivate people
e Ability to understand corporation financial systems
e Ability to understand and implement Human Resource Management practices
Ability to apply corporate and government legislation and practices
Ability to participate effectively in government to government negotiations and liaise with
government and other corporate officials

Interpersonal Skills:
e Incumbent must be comfortable in a cross-cultural setting.
e Incumbent must be comfortable living in an isolated setting with extreme temperature and
light.
e Ability to communicate effectively and diplomatically, both verbally and in wiiting, with co-
workers, community residents, Vuntut Gwitchin dtizens, and with outside agencies,
partners and business associates.

Decision Making:

This position is directly responsible to the Chief & Coundl and the Management Team. The
incumbent works independently and with initiative within established policies, procedures,
objectives and prioiities. Decision-making is required for the day-to-day operation of the
department and organization, for developing procedures where none exist, setting work priorities,
ensuring financial accountability of the Executive Office and Chief & Councl, and making
changes to operational procedures. Decision-making is also required in long-range planning,
communicating with business, government and corporate associates, and determining which
actions and information are forwarded to and/or discussed with Chief and Council and/or the
Management Team.

Impact/Accountability:

This position is accountable for meeting corporate, political and departmental goals that stem
from Vuntut Gwitchin Governance Legislation, strategic plans, Chief & Coundil directives and
resolutions and Management Team directives. The position is responsible that Executive Office
and Chief & Council expenditures do not exceed budget and revenues, and is responsible for the
establishment and enforcement of standard operational policies and procedures, exdusive of
those associated with Financial services. This position is accountable for maintaining government
files and registries and for their safe keeping and confidentiality. This position is responsible for
the accuracy of information given to the Chief and Council, Management Team, and Senior
Management Team. Proper administration of the Vuntut Gwitchin Govemment is critical to the
well-being and future of Vuntut Gwitchin First Nation.
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Key Personal Contacts
Who Purpose Frequency
Supervisor Infomation exchange, performance evaluation, Daily
corporate and Council business, receiving
direction
Coundilors Information exchange, applying policies and Daily
procedures, and Council business
Executive office staff Supervising; information exchange Daily
Chief & Council and the Infomation exchange; recommendations; Daily
Management Team receiving direction
Vuntut Gwitchin Discussing policies and procedures, and services As needed
Government Directors needed; integrating programs; information
exchange, supenising all but the Finance
Director.
Vuntut Gwitchin Finance Consulting on corporate budget and financial As needed
Director policies and procedures, information exchange
Territorial, Federal, First Discussing corporate issues, business, reports; As needed
Nations Govemments & information exchange.
other business associates
Vuntut Gwitchin citizens Discussing policy and procedure, and problems Daily
and conflicts, information exchange
Consultants, negotiators ~ Monitoring work, information exchange, As needed

Positions Supenvised:

8

Number of positions supervised directly:

Directors of : Government Services, Education,
Human Resources, Health & Social Programs,
Information Systems, Natural Resources; Executive
Support officerand Executive Secretary

Working Conditions:

This position is located in a normal office environment.

Spiritual:

e Balancing the need of the First Nation to growin modern govemance, while respecting

traditional values.

Physical:

e Approximately 70% of time using the computer
e Travel approx: 8 tips per yearlong distance
e |solated living conditions in extreme temperatures and light changes.
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Mental:

Constant need to meet regularand critical deadlines (meetings, reports, ad hoc
deadlines)

A high volume of critical incidents and responding to these incidents during work hours
and after hours

Frequentinterruptions and multi-tasking

Shifting prioiities to respond to Vuntut Gwitchin government, citizen and community
needs

Multiple reporting

Emotional:

Dealing regularly with community members who are under personal stress, or have
varying social values, or who are not comfortable with, or don’t understand changes in
the community

Conditions of Employment

Willingness to follow policies and procedures as detailed in personnel and administrative
manuals.

Willingness to work extra hours to meet deadlines.

Willingness to respond to ciitical incidents outside of regulady scheduled work hours
Mandatory confidentiality required

Criminal record check

SIGNATURES

Supervisor: Incumbent:

| have reviewed (with the incumbent, where
applicable) the duties and responsibilities assighed
to this position.

Supervisor Incumbent

Date

| have read the foregoing position description and
understand thatitis a general description of the
duties assigned to the position occupied by me.

Date






