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Thunderchild First Nation

Human Resource Office

Records Coordinator
DRAFT
Thunderchild First Nation is seeking a qualified and experienced Records Coordinator. 
Reporting Relationship:
Director of Operations
Employment Category:
Full-Time

Payroll Category:
Salary

Occupational Category:
Program Head
Duties and Responsibilities:
Administration:
· Scan and record all incoming and outgoing mail into an Excel Database on a daily bases.

· Distribute incoming mail to the appropriate departments either by email or hand delivered.
· Record and send all incoming and outgoing faxes into an Excel Database on a daily basis.

· Maintains the filing system for the Thunderchild Organization.
· Orders, stores and distributes all office supplies for the Thunderchild First Nation.
· Checking incoming supplies and invoices to ensure shipments are complete and no extra charges are added.

· Distributes signed checks to recipients and maintains a tracking log of checks distributed.

· Operates and maintains the postage meter.

Skills and Abilities:

· Excellent Excel and WordProcessing computer skills.
· Ability to work independently with minimal supervision.
· Must have good written and verbal communication skills.
· Ability to prioritize multiple demands.
· Ability to perform meticulous and accurate data entry and calculation tasks.
· Ability to work as a team player.
Qualifications:

· A certificate from a recognized educational institute in the area of Office Administration or at least two years office experience.
· Must have a valid Driver’s License.
Deadline:  August 9, 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 in the Band office.

