
 

 

Administrative Coordinator, Stakeholder Services, Yellowknife  
 N 19/26NT 
 
The Workers’ Safety and Compensation Commission’s (WSCC) vision is to eliminate 
workplace diseases and injuries. Our mission is to promote workplace health and safety while 
providing no fault insurance to employers and care for injured workers. Our values are 
respect, engagement, integrity, openness, cultural safety, excellence and stewardship in the 
workplace. 
 
The Administrative Coordinator provides services that support regular office operation by 
implementing administrative systems, procedures, and policies and monitoring 
administrative projects to ensure a productive work environment. 
 
This position is located in Yellowknife and reports to the Director, Claims Services. The 
incumbent acts as a model for service excellence, and ensures timely, high quality, cost 
effective work with meticulous attention to details.  The incumbent is responsible for, the day-
to-day management and coordination of all administrative support and services of the units 
(primarily Claims Services) and provides direct administrative assistance to the Director, 
Claims Services and the VP, Stakeholder Services.   
 
The knowledge skills and abilities of the above positions are typically attained by a Business 
Administration diploma and a minimum of 3 years of progressively responsible 
administrative experience in a multi-disciplinary environment. We will consider 
equivalencies on a case by case basis. 
 
Salary ranges from $32.39 to $38.68 hourly (approx. $63,160.50 to $75,426 yearly), plus a 
Northern Allowance of $3,700 yearly. 
 
A satisfactory criminal records check is required for this position. 
 
Closing Date: June 23, 2019 at 5 pm 
 
If this sounds like a good fit for you, please forward your resume quoting competition to: 
Email: careers@wscc.nt.ca 
 

 
You must clearly identify your eligibility to receive priority consideration under the Affirmative Action Policy. 

 
The WSCC is an inclusive workplace. If you have a disability and require support or accommodation during the hiring process, we 

encourage you to identify your needs when we contact you for an interview. 
 

We may use this competition to fill similar vacancies that become available over the next six months. 
 

The ability to communicate in an official language of the Northwest Territories, in addition to English, is an asset. 
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