
Job Title:

Executive Assistant to the Director of Operations
Reports to:  Director of Operations




Department:  Administration
Job Description:   
As the Executive Assistant to the Director of Operations you must learn and follow the:

(a) TCFN Laws, (b) TCFN General Policies and Procedures, (c) Program Policies; (d) Management Guidelines, (e) Chief and Council Directives.

This position is a senior administrative assistant responsible for providing administrative functions for the Director of Operations.  This position works independently with minimum direct supervision and reports directly to the Director of Operations.  There is substantial performance of liaison work between supervisors, managers and officials of various departments and the public.

The position provides personal/confidential administrative services to the Director of Operations and is required to take office management responsibilities, assist with budget preparation and monitoring.  Maintenance of office records is required to support administrative staff to undertake office management responsibilities.  Work is deadline orientated and has frequent internal and external contacts the employee must utilize a wide knowledge of the organization in a professional and tactful manner.
Duties/Essential Functions: Duties will include, but may not be limited to:
1. Provide clerical support to program staff;
2. Provide accurate word-processing support by composing and/or editing a variety of documents.  This includes many highly confidential correspondence, memoranda, contracts and proposals.  
3. Manage, organize, and update relevant data using database applications;
4. Receive incoming calls and answer inquiries; transfer calls to the appropriate personnel, or record messages accurately and direct to appropriate staff in a timely manner;
5. Respond to public inquiries and requests for services by providing accurate and timely information to clients and the public;
6. Review, prioritize and compile background information where required;
7. Maintain confidential files/materials; ensure that all other documentation is properly filed for future references;
8. Maintain itinerary, travel, daily and weekly activities for Director of Operations and Director of Finance. 

9. Deal with administrative matters conforming to Thunderchild Personnel regulations and policies;

10. Meetings:  Develop memo’s, packages, prepare proper documentation for Director of Operations for meetings with government electorate and other various departments.  Record, produce and prepare minutes stemming from meetings;
11. Communication/Liaison:  Establish and maintain an effective and efficient liaison with other departments;

12. General Daily Operations:  Answering calls, filing, typing, photocopying, e-mail, inter-office memo’s, etc..
13. Performs other incidental and related duties as required and assigned.

Education and Experience/ Skills and abilities:

1. Completion of a Certificate in Office Administration or a minimum of 5 years experience in a work related field or a combination of education and experience.  
2. Advanced knowledge in computer applications: including databases, Excel, PowerPoint, Word processing and E-mail.
3. Speaking Cree would be an asset

Deadline: Friday, March 19 @ 4:00 pm.

Please submit a cover letter, resume and CPIC with references to:

Director of Human Resources 
Box 600

Turtleford, Sk. S0M 2Y0

Fax: 306-845-3230
Or E-mail to: tcfnhr@live.ca
Or drop resume off at the Human Resources office located at the Band office.

If you require more information, please call the HR office at (306) 845-4300.
Date: ____/____/____
Supervisor: ____________​​​_________
Employee: ________​​​​​​___________________

