
 
 

Northern Shuswap Tribal Council 
Employment Opportunity 
Receptionist – Full Time 

 

 

 

Job Summary: 

 

The Receptionist effectively carries out reception and general administrative tasks providing excellent customer service 
as the initial greeting and welcome to visitors/callers.  The Receptionist uses a cordial and friendly approach and 
promptly addresses customer needs in a professional manner, and works to build effective relationships within the 
organization, associated agencies, government, and the general public.  
 

Reception: 
1. Answers incoming telephone calls and addresses visitors, directing inquiries, providing information, screening 

calls, setting up appointments, and taking messages as required 
2. Distributes incoming mail and faxes after date stamping; organizes outgoing couriers 
3. Ensures the general tidiness of the main entrance/reception area 
4. Ensures completion of paperwork, sign-in and security procedures;  
5. Organizes catering (food/beverages) for events or guests as required, setting up of Board rooms for meetings 

 
General Office Services: 

1. Performs general administrative duties including maintaining filing/tracking systems and bulletin boards, faxing, 
photocopying, data entry, and word processing of correspondence and other documents 

2. Provides assistance to team members/management for special projects, including conducting research, 
coordinating reports and documentation, or assisting with travel or community events 

3. Maintains office telephone extension directory and updates this periodically, providing updates to employees 
and management as required 

4. Collects all outgoing correspondence, ensuring file copies are maintained in filing system; prepares mail with 
appropriate postage, delivering outgoing mail and sorting new mail daily 

5. Arranges for servicing of office equipment and orders office/coffee supplies 
 
Building: 

1. Ensures twice yearly check-ups are completed for HVAC system 
2. Ensures completion of paperwork, sign-in/out and security procedures 
3. Oversees and ensures that general maintenance and repairs to building and yard are carried out  
4. Ensures yearly maintenance of fire extinguishers and exit lights 

 
 
Education & Work Experience 

• Graduation from High School Grade 12 or equivalency 
• ABTS or equivalent would be an asset 
• One to two years administrative, clerical or coordination experience 
 

 

Wage:  $15.89 to $22.02 per hour depending on education & experience 

 

Application Deadline:   

This position is open until filled.  Please submit your cover letter and resume including 3 work references to:   

 

Marg Shelley 

Executive Director 

Northern Shuswap Tribal Council 

17 South 1st Avenue, Williams Lake, BC V2G 1H4 

Email: administration@nstq.org  

mailto:administration@nstq.org

