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Job Description 
 

Title:  Skills Development Assistant  
 
Reports to:  Executive Director  
 

 
 
Job Summary 
 
The Skills Development Assistant contributes to the overall success of the organization by effectively carrying out a 
variety of administrative and support functions. The position is responsible for working with the member 
communities of the Northern Shuswap Tribal Council and its partners to assist in the development of a skilled 
work force that assist the communities to achieve their vision for self-determination. The Skills Development 
Assistant effectively carries out the administrative and support functions for the Skills Development Department.  
 
Duties and Responsibilities 
 
A:  General Office Administration: 

1. Performs all duties and responsibilities in accordance with the Northern Shuswap Tribal Council/Treaty 
Society policies, standards and procedures.  

2. Maintains confidentiality on all matters relating to the business of the Northern Shuswap Tribal 
Council/Treaty Society, its member communities and partners.  

3. Performs administrative and clerical duties including filing, setting up appointments, processing 
correspondence, maintaining student records. 

4. Organizing meetings, compiling documents, development of agenda and minutes and distributes minutes 
to appropriate parties 

5. Designs and prepares presentations, spreadsheets, posters, charts, and forms. 
6. Answer questions about courses being offered. 
7. Support the recruitment of students for courses being offered by TRU and NSTC. 
8. Other duties as assigned.  
9. Provides monthly reports to the Executive Director. 

 
B. Partnership Development:  

1. Assists the Skills Development Contractor in the day to day aspects of the Partnership Agreement with 
Thompson Rivers University (TRU).  

2. Assists with the Elders Mentor Group to support student learning.  

 
C. Community Relations:  

1. Develops working relationship with internal and external groups that support the program mandate.  

2. Works closely with Skills Development Contractor, member First Nations, Education Managers, Social 
Development Mangers, and Treaty Staff.  

 

The duties listed are provided as examples of area of responsibility and are not intended to create limits to 
responsibility but to help understand the scope of the position. All staff are expected to be team oriented and 
maintain confidentiality of all information gained while working with the organization.  
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Qualifications 
 
Education: 

1. Applied Business Technology Program or equivalent  
 
Competencies: 
The Skills Development Assistant should demonstrate competence in the following: 

1. Team Player - Facilitates team effectiveness by actively participating in ways that respect the needs and 
contributions of others and assists in achieving organizational goals 

2. Influence and Impact - Uses knowledge of situations to identify potential impacts and uses persuasion, 
presentation, or negotiation to convince others to adopt a specific course of action 

3. Communicates Information - Communicates and discusses with team critical information including 
rationale behind decisions. Creates an environment where open honest communication is valued and 
develops strong, cooperative relationships 

4. Results Orientation - Pursues excellence while achieving results that meet or exceed customer 
requirements focusing on the highest priorities 

5. Initiative - Is a self-starter, seeking out or taking the initiative to identify new challenges or opportunities 
and proactively doing things 

6. Problem Solving - Uses critical thinking skills to analyze problems systematically, organize information, find 
root causes and generate options or solutions 

7. Analytical Thinking - Observes identifies and organizes information to detect underlying issues. Recognizes 
patterns to interpret implications, ascertain solutions and make recommendations  

8. Relationship Building - Develops strong, cooperative relationships with internal and external partners, 
customers, clients and colleagues to build long term relationships that foster collaboration and 
partnership  

9. Innovation - Makes an effort to improve performance or operational activities by trying new things, 
finding new ways of doing things and looking for improvement  
 

Skills and Abilities: 
1. Ability to work independently and build effective interpersonal relationships.  

2. Strong team orientation, maturity, professionalism and customer service attitude.  

3. Strong communication skills verbal and written  

4. Ability to multi-task, prioritize work assignments to balance multiple demands or consult with Supervisor 
for guidance  

5. Proficiency in the use of computer programs for word processing, databases, spreadsheets, email and the 
internet to the intermediate level (capable of using a large number of functions and feel confident using 
the program)  

6. Ability to use resources, be innovative and use initiative to solve problems.  

7. Demonstrated ability to share knowledge with others  

8. Strong administrative skills 

9. Type a minimum of 60 wpm.  

10. Understanding of issues affecting First Nations access to the labour market 

11. Well-developed oral and written communication skills, including strong facilitation skills is an asset 
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Experience: 1-2 years  
1. Administrative, clerical and project coordination; 

2. Demonstrated interest in organizational development;  

3. Experience working in a multicultural environment, preferably with First Nations;  

4. Excellent English written and verbal skills;  

5. Demonstrated ability to work under pressure and meet tight deadlines;  

6. Good team player with ability to build and maintain collaborative relationships with colleagues;  

 
Working Conditions 

1. Office environment: most services are provided immediately; the employee must be aware of the 
sensitivity, confidentiality and urgency of requests while balancing other work commitments 

2. Receives moderate supervision with less frequent direction and review of the work performed 
 
Conditions of Employment 

1. Must be able to obtain and maintain a Criminal Records Check 
2. Must be able to obtain and maintain a valid BC Driver’s Licence 

 
Directly Supervises 

1. None 
 
General Category: 

1. Operates as part of a team and is flexible about the boundaries and functions of the job 
2. Maintains open and professional communications with co-workers, board members and all others who do 

business with the society or member bands 
3. Ensures that all internal and external deadlines are met 
4. Travels as required in the performance of their job 
5. Serves on committees as directed by the Executive Director 
6. Takes responsibility for identifying upgrading of personal skills necessary to perform job duties 
7. Successfully completes all training courses undertaken at the direction of Executive Director 
8. Maintains confidentiality of all information seen, heard or obtained by virtue of employment 
9. Recognizes and respects all cultural diversity and has an understanding of Aboriginal culture 

 
Position Classification: 
Salary Grid Level: 4 
Security Level: 4 
 

I have read the duties and responsibilities 
assigned to this position and described in this 
document.  I agree to undertake these duties and 
responsibilities.  I understand that this job 
description will be used as source to evaluate my 
job performance. 

Employees Signature: 
 
_____________________________ 
Name: 
_____________________________ 
 

Date: 
 
_______________ 

The information contained in this document 
represents a realistic description of the duties and 
responsibilities of the described position as of the 
effective date. 
 

Supervisor Signature: 
 
_____________________________ 
Name: 
_____________________________ 
 

Date: 
 
_______________ 

 


