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EMPLOYMENT OPPORTUNITY
Isolation Hub Supervisor

Qikigtaaluk Corporation has been contracted to Manage the GN Isolation Hubs in Ottawa, Edmonton, Winnipeg &
Yellowknife. We are looking for a well-organized and detail-oriented person to join our team, this position will
assist the Manager by providing oversight to the Coordinators on a variety of tasks as required.

** This is a full time 40 hrs. per week position with on-call assignments, this is a short-term contract position,
minimum 22 weeks with possible extensions thereafter**

Key Responsibilities include:

Assist in supervising and directing Isolation in-take staff (managing email & phone communications);
Assist Manager with compiling reports and responding to requests from external stakeholders
Overseeing the day-to-day operations of the Isolation Hub staff;

Contract & relationship engagement — airlines, hotel, taxi and security providers;

Data Management & reporting using Microsoft Excel

Preparing and reviewing reports prior to distribution;

Complaint and incident management;

Travel management.

Provide on call/ afterhours support services for urgent matters

Qualifications and Skills required:

Team Management;

Detail oriented,;

Experience working within deadlines;

Customer service experience;

Proficient at Microsoft Outlook and Excel;

Data management and analysis skills

Compiling data reports

Excellent communications skills (written & verbal);
Excellent organizational skills;

Excellent customer service skills

Familiar with airline schedules;

Experience with on-call, as on-call will be a component of this position.

Application Procedure:

Qikigtaaluk Corporation Fax: (867) 979-8433
P.O.Box 1228 Attn: Human.Resources@qcorp.ca
Igaluit, NU XOA OHO

Only applicants selected for interviews will be contacted, we thank all applicants for applying.




