
General Office Worker 

 

Job Posting Overview 

This position requires the incumbent the willingness to learn about the different functions of the 

Kwakiutl First Nation government and spend time for up to two months in duration for each 

department. The object of this position is to expose the incumbent to each core department and 

how they serve the membership of Kwakiutl First Nation.  

Key Functions 

Learning and assisting department managers with day to day tasks that enhance the quality of 

services made available to Kwakiutl First Nation membership. 

Reporting 

Direct reporting to assigned departmental manager on a rotational basis as you learn the different 

functions of departments that serve Kwakiutl First Nation membership 

General Duties 

- Assist departmental managers with day to day duties to ensure timely responses of 

enquiries made from the membership and Council of Kwakiutl First Nation 

- Liaison with other department managers to ensure smooth flow of information between 

each department that benefit membership and governance initiatives 

- Assist as assigned specific tasks issued by departmental managers 

- Record minutes of meetings with proponents including provincial and federal 

government representatives 

- Collect data and assist with reporting to funding agencies  

- Prepare, edit and file reports to the Cloud based server 

- Assist with uploading of documents to the Cloud  

Qualifications & Requirements 

- Must provide a Criminal Reference Check 

- Ability to exercise discretion in handling confidential information 

- Willingness to develop strong written and verbal skills 

- Willingness to take further computer training to improve capacity 

- Willingness to learn how each department functions within the Kwakiutl First nation 

government and how each relate to each other 

- Liaison with the Youth of Kwakiutl First Nation membership and encourage participation  

Salary 

- This developmental position is for $15 per hour and funding based for six months 

Cover letter and resume can be sent to manager@kwakiutl.bc.ca or dropped at the Band Office 

Closing date for applications March 26th, 2019 with interviews on March 29th and 30th , Starting 

date is scheduled for April 1st, 2019. 
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