TITLE:

1 RIVERSIDE DRIVE
CHISASIBI, QUEBEC
BOX 150, JOM 1EO

(819) 855-2878
www.chisasibi.ca

JOB OPPORTUNITY

ADMINISTRATIVE ASSISTANT

DEPARTMENT: LEGISLATIVE DEPARTMENT

CORE FUNCTION: Under the direct supervision of the Chief, Deputy Chief and the Council of

the Cree Nation of Chisasibi, the Administrative Assistant coordinates administrative
functions in the Legislative Department, working as a team member of the Legislative
Department. The Administrative Assistant acts as the department’s public-facing
representative, greeting community members and filtering inquiries to the responsible office.

DUTIES AND RESPONSIBILITES:

Responsible for maintaining the official correspondence addressed to the Chief and
Deputy Chief by registering the incoming and outgoing correspondence;

Responsible for duties such as typing, word processing, printing, scanning, faxing,
answering incoming calls and taking messages, receiving and responding to general
inquiries;

Deal with administrative matters and issues brought to his/her attention in the absence
of appropriate personnel in the department;

Responsible for overseeing the maintenance of the filing system;

Responsible for preparing:

o

o

o

requisitions for purchase of supplies, materials and services required;

backup payments;

various greeting cards for community members;

documents, reports, draft letters and other correspondence (when requested);
Council agendas (when requested); and,

forms for community members (such as tax exemptions, firearms fee waiver,
etc.) and any other documents that need a signature from an elected official.




Responsible for booking and arranging venues and catering for meetings and ensuring
other logistics are handled such as refreshments, prizes, supplies (equipment, stationery,
etc.);

Responsible for the coordination of special events such as Chisasibi’s birthday, service
awards, and other local events, in collaboration with other department support staff;

When required, research by internet on federal/provincial government agencies,
departments and services including regional entities in Eeyou Istchee, compile data,
statistics and other information;

Responsible for monitoring expenditures and preparation of the annual department
budget in collaboration with personnel in the department;

Assume the duties of the Corporate Secretary as a replacement when needed;

Assist the Corporate Secretary and Executive Assistant in the preparation of public
notices, bulletins, and announcements, when required;

When required, attend Council, local assemblies and other meetings, give and provide
assistance to other departmental support staff;

Maintain a positive, customer focused image of the Cree Nation of Chisasibi and respond
to user concerns, problems, or complaints in a timely manner.

Will represent the Cree Nation of Chisasibi in a polite and professional manner when
dealing with community members.

Perform other related duties as assigned by immediate supervisor; and,

Work with other departmental personnel, so that delivery of operations and activities
are efficient.

EDUCATION AND WORK REQUIREMENTS:

Secondary School Diploma is mandatory

University or college diploma/certificate in Administrative/Secretarial studies or studies
relevant to this position

At least 3 to 5 years of experience in administrative or secretarial field
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e Work experience in:
o An administrative position
o A public/local government environment
o A computerized environment (essential)
e Must possess strong administrative and organizational skills
e Must be able to meet deadlines
e Must possess strong communication skills in English — written and spoken context
¢ Fluency in Cree is essential, French is a definite asset
e Maintain a high sense of confidentiality

e Be able to work under pressure and independently with minimal supervision

EMPLOYMENT CONDITIONS:

= Full-time/on-contract — Replacement, 35 hours per week
= Possibility of becoming Full-time/Permanent

= Willingness to work evenings, weekends and holidays

SALARY RANGE:

= Salary: $53,790.10 minimum to $64,318.80 maximum annually

= Salary based on qualifications and experience

For more information on the job posting, please come to the CNC Administrative building
or call at (819) 855-2878 ext. 361.

Please note: when submitting your resume, please include copies of all diplomas, certificates,
valid driver's license and Indian status card. All applicants must agree to perform a criminal
background check.
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Persons interested in this position are asked to forward their résumé/application within the
prescribed deadline to the following:

Barbara Spencer
Director of Human Resources
Cree Nation of Chisasibi
P.O. Box 150
Chisasibi, Quebec
JOM 1EO

Or via email to: jobposting@chisasibi.ca

Posting Date: July 27, 2026
End of Posting: August 10, 2026

*APPLICATIONS WILL NOT BE ACCEPTED AFTER 5 PM*
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