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Thunderchild First Nation

Human Resource Office

Public Works Admin Assistant
Thunderchild First Nation is seeking a qualified and experienced Public Works Admin Assistant. This individual will work closely with the Director of Public Works.
Reporting Relationship:
Director of Public Works
Employment Category:
Full-Time

Payroll Category:
Salary

Occupational Category:
General

Duties and Responsibilities:
Administration:
· Knowledge of Microsoft Word and Excel skills and internet skills.
· Telephone techniques: answering multi-line phone and taking and forwarding accurate messages.
· Office skills required:  typing (35 wpm – 60 wpm), drafting letters and memo’s and reports.

· Prepare necessary documents for PW committee meetings and act as recording secretary.

· Preparing purchase orders and matching the P.O. to the supplier/contractor invoices and coding to appropriate budgets. 

· Schedule house maintenance calls with the maintenance staff and other public works requirements.

· Filing and maintaining housing files.

· Maintaining CMHC housing records.
· Organized and time management training.
· Able to work independently and efficiently to meet deadlines. 

· Self motivated, detail-oriented and organized. 

· Excellent communication (oral and written), interpersonal, organizational, and presentation skills. 
Qualifications:

· Grade 12 Diploma

· Certification in secretarial services
· Must have a valid Driver’s License.
Deadline:  August 6, 2010 at 12:00 p.m. SHARP

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

Director of Human Resources

Box 600, Turtleford, SK. S0M 2Y0

Email:  tcfnhr@live.ca  Fax: 306-845-3230

Or drop resume off at the Human Resources office located at the Band office
