
 

 

 
Position:  Educa tion Ass is tant  
Hours:  Full-t im e 
 

Reports to:  Educa tion Manager  
Start Date:  Im m edia te 
 

 
The Educa tion Ass is tant  pos it ion is  prim arily respons ib le for p rovid ing a  

va riety of adm inis tra t ive support  s ervices  to the Educa tion departm ent includ ing 
Em ploym ent & Tra ining and  educa tion support  s ervices . The incum bent m us t 
p rovide well-organized  adm inis tra t ive support  and  keep  rela ted  bus ines s  
transactions  a nd  correspondence persona l and  confidentia l. 
 
 
Qualifications: 

• Adm inis tra t ive Ass is tant  Certifica te, or Office Ass is tant  Certifica te, and / or 
equiva lent experience. 

• Two years  of rela ted  work experience. 
• Knowledge of a ll relevant legis la t ion rela ted  to educa tion. 
• Knowledge of curriculum  and  pedagogy. 
• Must pas s  P rovincia l / Child  Care  Crim ina l Record  Check/ Vulnerab le Sector 

Check. 
• Experience working with Firs t  Na tions  peop les . 
• Knowledge of the Sa ik’uz Firs t  Na tion com m unity and  va lues . 
• Sound  adm inis tra t ive skills . 
• Strong ab ility to orga nize, p riorit ize, m ultita sk, and  m a nage t im e. 
• Excellent  interpersona l skills . 
• Effective ora l a nd  writ ten com m unica tion skills . 
• Is  p roficient  or adva nced  in Microsoft  Office p rogram s  includ ing Excel, Word , 

Outlook, and  PowerPoint . 
• A va lid  BC Driver’s  License a nd  a  reliab le  vehicle. 

 
Duties & Responsibilities: 

• Perform s  bas ic adm inis tra t ive ta sks  for the Educa tion Departm ent team . 
• Ass is ts  in m ainta ining Educa tion m anagem ent sys tem s , either ha rd  copy or 

electronic as  d irected . 
• Transcribes , p repares , and  d is tributes  Educa tion departm ent m eeting 

agendas  and  m inutes ; s chedules  m eetings  as  d irected . 
• Work with Sa ik’uz Firs t  Na tion m em bers  and  s ta ff to determ ine  tra ining and  

developm ent requirem ents . 



 

We thank everyone for their interes t; however, only those selected  for an interview 
will be contacted . 

• Ensuring tha t  a ll pos t-secondary/ trade s tudents  unders tand  Sa ik’uz Firs t  
Na tion educa tion policy and  p rocedures . 

• Working with pa rents  to im prove educa tiona l outcom es  for s tudents . 
• Support and  counsel Sa ik’uz Firs t  Na tion s tudents  to s elect appropria te  

educa tion p rogram s tha t  fulfil the s tudents ’ ca reer pa ths  and  support 
com m unity p rogres s  and  developm ent. 

• Serve as  lia ison between Sa ik’uz Firs t  Na tion a nd  accred ited  educa tiona l 
ins t itutions , includ ing School Dis trict  91  (SD91 ) and  the P rince George  
Nechako Aborigina l Em ploym ent & Tra ining Associa tion (PGNAETA). 

• Mainta in regula r contact  and  com m unica tion with educa tors  to track tra inee 
and  pos t-secondary s tudents ' p rogres s , a t tendance , a nd  pa rt icipa tion: 
im p lem enting m echa nism s  to support  s tudents ’ succes s  such as  tutoring or 
s tudent counselling, suspend ing, or te rm ina ting s tudents  from  pos t-
secondary or tra ining p rogram s , a s  required . 

• Serve as  des igna te or a lterna te on educa tion com m ittees  as  required ; 
a t tend ing m eetings  to review pos t-secondary and  tra ining p rogram s ; 
negotia t ing tra ining course purchases , a s  required . 

• Support  Sa ik’uz Firs t  Na tion s tudents , youth, and  tra inees  to determ ine  
as ses s  and  co-ord ina te their educa tiona l requirem ents . 

• Ass is ts  with organizing specia l events  (lunches / fa rewells , gradua tions , 
ca reer fa irs , e tc. 

• Applying for a ll releva nt fund ing p roposa ls  to receive fund ing for tra ining and  
educa tiona l needs . 

• Coord ina ting budgets  and  financia l s ta tem ents  for Sa ik’uz Firs t  Na tion 
educa tiona l p rogram s . 

• Planning, orga nizing, coord ina ting, a nd  im plem enting Sa ik’uz Firs t  Na tion 
educa tiona l p rogram s  per the approved  p ractices , policies , budgets , 
s tandards , and  guidelines . 

• Mainta ins  confidentia lity on a ll m a tters  rela t ing to the a ffa irs  of the Sa ik’uz 
Firs t  Na tion. 
 

P lease subm it your cover let ter and  resum e to Shawnee Everett , Educa tion, 
Tra ining, & Em ploym ent Manager, via  e-m ail a t  educa tion@sa ikuz.com . 
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