VGG Director, Human Resources Final February 26,72

Vuntut Gwitchin Government

A. Identification: Director
Department: Human Resources
Supervisor: Executive Director
Date: February 2007
Status: Full-time
Level: 7
B. Job summary:
Reporting to the Executive Director, this positisnresponsible for providing Human
Resources Management programs and services, andisténing training opportunities.
This position also serves as a member of the S&éaoagement Team.
C. Main Duties:

Directs Human Resour ces Management by:

Setting goals, objectives, work plans, and creapiagsonnel and administrative
policies and procedures for the provision of humesource services

Monitoring goals, objectives, work plans, policesl grocedures, evaluating, and
adjusting or expanding as needed

Creating and maintaining currency of job descrimgio

Analyzing work flows in departments and across dapents and recommending
changes to positions and job duties for addedieffay

Developing performance review forms and processesning and advising
supervisors in conducting performance reviews, @oeaitoring the process and
adjusting as needed; advising supervisors whempegaince reviews are required
Advising employees, supervisors and Finance athwigieel and step the position
is at on the pay grid, and the new wage when emsp®ynove up a step based on
performance increments

Ensuring consistency in wages for casual employaas,consulting or advising
supervisors on appropriate wages

Managing the recruitment process (including adseng, screening, formation of
selection committees, interviewing and assessiegfopning reference checks
and selection)

Consulting with supervisor and advising on termgmployment for an employee
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including any wages higher than entry level rates

Making all offers of employment on behalf of VGG darensuring hiring
paperwork is completed, filed and submitted to Blayr

Monitoring payments of honorariums and short teineshto ensure consistency
with set wages for set duties

Managing relocation process including making treargingements, determining
moving expenses, informing employee of moving pssceervices available in
Old Crow, and what furniture is included in rerftalusing

Consulting with Government Services on housing, i@oeaditoring preparation of
housing and employee relocation details

Orientating employee to community and organizatmoonitoring orientation with
department

Ensuring personnel files are created, updated aptidonfidential

Advising Finance on pay grids options, and monmigPayroll practices to ensure
compliance with labor code, Revenue Canada, em@lay@mpensation and
benefits policies

Researching or keeping updated on trends, practiaed court judgments
associated with labor law and employee rights

Preparing and submitting proposals for third p&rtds, and submitting reports
Determining the need for consultants/contractard,iaitiating hiring/selection,
and monitoring the work of consultants and contnact

Analyzing statistical data and ensuring that datets are maintained

Identifying how services and programs can be im@tegh with other Vuntut
Gwitchin Government departments, and consulting wibse departments.

Provides employee and labour relations services by:

Administering and interpreting the Canada Labor&€tmdensure that VGG
operates within labor law

Ensuring that personnel policies do not conflidtwaws and acts

Providing advice and guidance to managers and gispes, particularly with
respect to performance management and disciplinangs

Providing advice to employees on their rights urtdeman Rights Legislation,
Privacy Act, and the Canada Labor Code

Interpreting VGG personnel policies for supervisamgl employees

Advising employees of termination processes, Elli@gpns and assisting
applying for EI and reporting to El

Advising employees on benefits available to them

Counselling employees or referring to other resesirc

Conducting conflict resolution or mediation

Completing WCB Injury forms, ensuring employee fsrrare completed and
communicating with WCB on submissions

Ensuring departments are complying with WCB regouhest
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Providesindividual and group staff development and training opportunities by:

Organizing group training sessions including instian, materials, logistics, etc.
Locating training opportunities, assessing curtioukopics, determining value to
employee and organization, and discussing avaitiahihd cost with training
providers

Consulting with supervisors to identify trainingeaoks

Discuss training opportunities with staff memberssuring staff are registered
and registrations are paid

Arranging travel details for staff attending traigiin another community
Assisting employees who wish to apply for appresgigp, communicating with
YTG apprenticeship branch regarding apprentices ave@pplying, building
hours through work, and needing to participateaming sessions

Conducting training as needed

Networking with education groups in the commundyshare information and
work as a team in providing training and educatiothe community

Directsthe finances of the department by:

Preparing yearly departmental budget and submittmydefending budget
request to the Senior Management Team and ChieCandcil

Preparing variance reports

Reporting to the Finance Director of any projechdrtages or surpluses.
Reconciling revenues of contribution agreemenexjzenses.

Approving departmental purchases and contractsjtororg budget and
expenditures, and deciding when to move budgeadotb other budget items as
needed

Hires and Supervises staff by:

Evaluating staffing needs and determining qualiitces needed.
Establishing work priorities and making changewtokload as needed.
Evaluating performance

Monitoring training and evaluating effectiveness

Assisting with problem solving and personnel issues

Approving timesheets and leave requests

Ensuring compliance with WCB regulations and reipgrjob injuries to WCB

Participates as a member of the senior management team by:

Attending weekly Director meetings to discuss aadatiop organizational
policies and procedures and plan government wigebas and integration of
services amongst departments

Attending Chief and Council meetings as required

Developing organizational strategic plans and goals

Preparing briefing notes as needed

Responding with other senior management membaemnstitwal incidents as
needed.
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Job Knowledge and Skills:

Education:

» Degree or diploma in Human Resource Managementhawe Certified Human
Resource Professional (CHRP) designation, or thaévalgnt in experience and
relevant training.

* Knowledge of human resource management princigiesry and practices involving
recruitment, training, performance reviews, Canlaalaor Code, employee relations,
personnel policy, trends, etc.

* Knowledge of Canada Labor Code and employer/emplaghts under law

* Knowledge of employee rights such as the Privadyaind the Human Rights Act

» Knowledge of Occupational Health and Safety reguret

* Knowledge of federal and territorial funding progesfor education and training.

* Knowledge of financial management

* Knowledge of counseling, conflict resolution anddma¢ion techniques

Management Skills:

* Ability to lead by example.

* Ability to be a team player and work with peopl®nr various disciplines and
cultures.

* Ability to delegate.

» Ability to multitask in 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 write reports and make presentations

» Ability to negotiate contracts and contributionegments

» Ability to analyze, prepare and reconcile budgets expenditures

» Ability to research and analyze organizational degartmental needs and develop
strategic goals, work plans, and policies and pomes.

» Ability to prioritize and rank issues in relatiom the overall goals of VGFN.

* Ability to develop policy papers, technical paparsd presenting technical data to
Senior Management Team, Supervisor, Chief and Gloammd government officials.

Specific Skills
» Ability to use email, Word and Excel

» Ability to interpret human resource and labor reteaws and acts

* Ability to plan, organize and develop human reseuservices, operations and
projects including training

* Ability to write job descriptions

* Ability to conduct basic counseling, conflict restbbn and mediation
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Interpersonal Skills:

* Incumbent must be comfortable in a cross-cultustirgy.

* Incumbent must be comfortable living in a remotiisg with extreme temperatures
and light conditions

» Ability to communicate effectively and diplomatitglboth verbally and in writing,
with co-workers, community members, Vuntut Gwitchitizens, and with outside
agencies, partners and business associates.

Decision Making:

This position is directly responsible to the Ex@eeiDirector. The incumbent works
independently and with initiative within establishgolicies, procedures, objectives and
priorities. Decision-making is required for the eélayday operation of Vuntut Gwitchin
Human Resources, for developing procedures whate exist, setting work priorities,
ensuring financial accountability, and making crestp operational procedures.
Decision-making is also required in long-range plag, communicating with agencies
and business associates, and determining whicimmemdations are forwarded to Chief
and Council.

Impact/Accountability:

This position is accountable for compliance withdalaws and acts associated with
employee rights, directing strategic planning, leigthing and meeting departmental goals
and work plansthat expenditures do not exceed budget and reveandsnforcement of
standard operational policies and procedures. éProanagement of Human Resources
is important to the well being of employees andptaessional conduct of the employer
toward employees.

Key Personal Contacts

Who Purpose Frequency
Executive Director Supervision, information exchange Weekly/as needed
VGG staff Information exchange; counseling, Daily

advising, hiring.

Committees For discussion, planning, policy As needed
reviews, consultation, information
exchange

Chief & Council Discussing strategic plans, budgets and As needed
expenditures, policies & information
exchange.

VGG Directors Developing policies and procedures, As needed
integrating services; government
direction, information exchange.
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Training Partners Negotiating contracts and contribution ~ As needed
agreements; information exchange.

Positions Supervised:— HR Clerk

Working Conditions:
This position is located in a normal office envinoent.

Spiritual:
* Meeting needs of employees, supervisors and théogerpwhile respecting and
traditional values.

Physical:
» Approximately 80% of time using the computer
» Travel approx: 1 trip per year long distance
* Remote living conditions in extreme temperatures laght conditions

Mental:

* Regular need to meet critical deadlines (meetireggmrts, ad hoc deadlines)

* High level of critical incidents with emotionally stressed employees

» Shifting priorities to respond to Vuntut Gwitchioxgernment and community
needs

* Program and service delivery affected at timesdnddions due to the
remoteness of the community

* Multi-tasking and frequent interruptions

Emotional:
* Dealing regularly with community members and emp&s/who are under
personal stress, or have varying social values.

Conditions of Employment

* Willingness to follow policies and procedures ataded in personnel and administrative
manuals
* Willingness to work extra hours to meet deadlines.
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SIGNATURES:

February 26,72

Supervisor:

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

Incumbent:

| have read the foregoing position description
and understand that it is a general descriptior
the duties assigned to the position occupied k
me.

Supervisor

Incumbent

Date

Date

of
y



