
Northern Shuswap Treaty Society 
Employment Opportunity 

 

OPEN UNTIL FILLED 

 

 

 

 

Job Title:      Senior Executive Assistant 

 

Job Summary: 
The Senior Executive Assistant contributes to the overall success of the organization by effectively carrying out administrative and 

executive support functions for the Senior Treaty Manager, Executive Director, Leadership and in conjunction with Band Treaty 

units.  This position focuses on providing effective, professional, and timely assistance and solutions to administrative needs and 

requirements.   

Duties and Responsibilities 

1. Takes steps to ensure that minutes are safely stored as required by the Society Act and RIMS 

2. Directs inquiries, provides information, screen calls, sets up appointments. 

3. Prepares for tripartite meetings including organizing agendas, notifications, facilities, compiling documents and preparing 

packages, doing minutes; sets up and takes down equipment for meetings including Tripartite and other outside meetings  

4. Maintains databases and other computerized files, including a hard copy filing system 

5. Designs and prepares presentations, spreadsheets, charts, and forms 

6. Develops proposals  

7. Maintains office inventory for treaty unit and liaises with Finance Assistant to ensure asset protection procedures are met  

8. Receives quarterly reports are received and submitted to finance 

9. In consultation with Treaty Communications Manager, update Treaty Secure Folder. 

10. Responsible for the Treaty File Room. Ensure the files correspond with RIMS. 

11. Supervises the Treaty Assistant. 

12. Prepares invoices for processing by coding and verifying accuracy and follow-up for payment. 

13. Correspondence. 

14. Works with Finance staff. 

15. Other duties as assigned or required. 
 

Education: 

1. Business Administration Diploma or equivalent experience (minimum 5 years), skills and abilities 
 

Skills and Abilities: 

1. Good keyboarding ability 
2. Proficiency in the use of computer programs for word processing, Power Point, Excel, databases, 

spreadsheets, email and the internet to the intermediate level (capable and confident of using a large number 
of functions) 

3. Must have strong administrative, budgetary, organizational and communication skills 
4. Ability to self-regulate, meet deadlines, have attention to detail 
5. Excellent communication skills, verbal, written and listening 

 

Wage: $20.96 to $26.55 per hour, depending on education and work experience. 

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

