
Tobacco Plains Indian Band   
Employment Opportunity 

 
_____________________________________________________________________ 

 

TITLE: Executive Assistant 
               DEPARTMENT: Administration    TERM: Permanent Full Time 
______________________________________________________________________________________ 

Summary:  
The Executive Assistant is responsible for a wide range of administrative duties in support of the Band 
Administrator and the Chief and Council.  In this multi-faceted role, you will demonstrate a high degree of 
professional maturity. This position relies heavily on good organizational, communication and 
interpersonal skills. The successful candidate must have a proven ability to analyze situations, anticipate 
and exercise sound judgement in determining appropriate course of action. The ability to take initiative 
and maintain confidentiality is necessary to succeed in this role. This position requires the ability to 
manage multiple and conflicting priorities. The candidate must have a demonstrated ability to work 
independently when required, however is easily able to coordinate on projects.  
Duties and Responsibilities:  

 Prepare venue and agenda for Council, management and other meetings as required, 
including distribution of invitations and notices, provision of refreshments, recording and 
transcribing proceedings etc.; 

 Oversee the publication and distribution of a bi-monthly community newsletter, monitor and 
maintain the Community website and social media;  

 Maintain and expand appropriate communication and liaison with community, staff and Band 
Administrator; 

 Coordinate travel arrangements for Chief and Council as requested; 

 Creates, drafts, edits letters, memos, correspondence, as well as responses to 
correspondence received; 

 Other duties and responsibilities as requested. 
Qualifications: 

 Grade 12 or equivalent 

 Business Administration Diploma and/or equivalent combinations of education and 
training/experience will be considered; 

 Knowledge with federal and provincial government policies and programs related to First 
Nation’s government and organizations; 

 Strong work ethic with a high level of accountability/ responsibility/ accuracy; 

 Capacity to multi task and work effectively within time and resource constraints; 

 Knowledge of Ktunaxa Nation and/or First Nations history, traditions; 

 Ability to perform effectively under pressure, manage stressful situations with diplomacy and 
tact, maintaining professional demeanor at all times; 

 Advanced knowledge of MS word, excel, publisher; 

 Ability to work independently with minimal supervision. 
 
Salary will commensurate with experience and qualifications. A benefits package and pension plan 
will be offered.  

 
Please forward your resume, cover letter:   
   Attn: Tania Brewer 
   Tobacco Plains Band Administration 
   Box 76  
   Grasmere BC V0B 1R0 
   PHONE: 250-887-3461 
   FAX: 250-887-3424   EMAIL: TBrewer@tobaccoplains.org 
 
Closing Date: January 29, 2018 @ 4:30 pm MST  

We thank those who apply, however, only those selected for an interview will be contacted. 


