[image: image1.png]


          
Nibwakawigamig – Kinistin Education Centre

Box 2590

Tisdale, Sask. S0E 1T0

Phone: 306-878-8180

Fax: 306-873-2887

Principal: Mr. Cyrus Smokeyday
EMPLOYMENT OPPORTUNITY

Job Title: Receptionist Administration Assistant
Position: Immediate - June 28, 2024
Location: Kinistin First Nation

Term: Full Time

Compensation: Will vary based on Education and

Experience
OVERVIEW: NIBAWAKAWIGAMIG Education Centre is dedicated to fostering academic ambition and developing a culture of curiosity, collaboration, independence, and resilience in students. Educators and peers inspire students to embrace a love of learning by challenging them to solve problems critically and creatively.

Duties and Responsibilities
Under the general terms and conditions, the administrative assistant will be under the overall direction of the principal or his/her delegated officers with respect to supervision and the program to which he/she is assigned. Under the direct supervision of the Principal, the Administrative Assistant will perform the following:

Duties:
· Maintain a functioning filing system for all services (finances, budgets, student information, cumulative files, maintenance, vendors, committees, and assignments by Principal).

· Use the computer for various programming and networking.

· Assist staff with computer support and technology and service of machines and devices.

· Deal professionally with the public on the phone, email, internet, and in person.

· Use office time efficiently and independently for the benefit of the school.

Job Description: Administrative Assistant, General Office The Administrative Assistant is the front-line representative for Nibwakawigamig Education Centre and performs a variety of administrative duties in support of colleagues, school administrators, parents, students, and other external community members. This is a full-time, permanent opportunity with a competitive salary, full benefits package, excellent learning opportunities, a flexible work environment, and a nurturing, family-friendly workplace.

Roles & Responsibilities:
· Greet staff, students, and visitors, respond to inquiries, and serve as the first point of contact for visitors.

· Answer and direct all incoming calls, voicemails, emails, and correspondence; sort and distribute incoming mail; and prepare all outgoing mail.

· Record, prepare, and distribute daily announcements; update various meeting notes and distribute them to all staff.

· Prepare and distribute emergency contact lists, staff contact details, phone lists, etc.

· Process attendance forms and maintain accurate records of incoming and outgoing students as per school policy.

· Ensure all areas on the main floor are operational and have an adequate inventory of office supplies.

· Post relevant information on the school calendar.

· Provide support for special events, services, and projects.

· Other administrative duties as required.

Requirements:
· High School diploma with a certificate in office administration or an equivalent combination of education and experience.

· Two to three years of experience in a reception capacity, preferably within a school environment.

· Must have a friendly and helpful disposition with excellent interpersonal skills to build strong connections with staff, students, and parents.

· Excellent written and verbal communication skills.

· High professional and ethical standards for handling confidential information.

· Excellent organizational skills and ability to complete tasks in a timely fashion.

Please submit resume and cover letter and references to:

ATTENTION: Human Resources                                                                        

Box 2590                                                                                          

Tisdale, SK                                                                                                  

S0E 1T0                                                                                                       

Email:  humanresources@kinistin.sk.ca 

CLOSING DATE FOR RESUMES: Open until position is filled.

