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Thunderchild First Nation

Human Resource Office

Secretary / Finance Assistant
Thunderchild First Nation is seeking a qualified and experienced Secretary/Finance Assistant. This individual will work closely with the Lands and Resources Department, Thunder Oil Manager and Duty to consult / TLE Coordinator.
Reporting Relationship:
Director of Lands and Resources
Employment Category:
Full-Time

Payroll Category:
Salary

Occupational Category:
General

Duties and Responsibilities:
Administration:
· Answer incoming calls and take messages if necessary.
· Scan and record and file all incoming and outgoing mail.
· Prepare agenda and take minutes for all meetings.

· Make travel arrangements and forward to finance for processing.

· Update and record all information into Excel Database for Surface Leases, R. O. W.’s and Easements.
· Forward daily Sign In/Sign Out Attendance sheets to HR.

· Maintain annual leave and sick leave records and forward to HR.

Accounts Payable and Receivable:

· Is responsible for day-to-day financial management and monitoring of the accounts receivable and accounts payable for Thunder Oil.
· Maintain finance process to facilitate timely payment.

· Ensure paperwork is entered in a timely manner – including purchase orders.

· Ensure payments are allocated in a timely manner.
· the individual must comply with the Financial Management Policy Manual diligently carry out duties under the policy and enforcing its compliance.
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:

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.

