
 

 

Divisional Support Coordinator (Term until May 2021) 
Yellowknife 
N 19/53 NT 
 
The Workers’ Safety and Compensation Commission’s vision is to eliminate workplace diseases and 
injuries. In partnership with stakeholders, we ensure workplace safety and care for workers, and 
uphold the values of respect, engagement, integrity, openness and excellence in the workplace. 
 
The Executive Services Divisional Support Coordinator (DSC) provides a range of secretarial, 
office administration, and reception services to the Vice President, management, and staff of 
the Executive Services Division of the Workers’ Safety and Compensation Commission (WSCC). 
 
This position is located in Yellowknife, and reports to the Vice President, Executive Services. 
The DSC is a member of the Executive Services team that consists of Communications, Policy 
& Data Analytics, and the Review Committee. The DSC provides secretarial and administrative 
support for 17 divisional staff, and assists Executive Services in meetings its goals and 
objectives. This position is the primary back up to Reception (average 2 hours per day).  
 
You bring to the positon excellent administrative skills, organizational skills, communication 
skills (verbal and written) and you are customer service oriented.  
 
We require completion of grade 12 and three years related administrative experience. We will 
consider equivalent combinations of education and experience on a case-by-case basis. 
 
The salary for this position ranges from $32.39 to $38.68 per hour (approx. $63,160.50 to $75,426 per 
year), plus a Northern Allowance of $1.90 per hour ($3,700 yearly). 
 
A satisfactory criminal records check is required for this position. 
 
Closing Date: December 6, 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 NT, in addition to English, is an asset. 
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