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Hagwi |l get Village Counci |l
Executive Assistant
EMPLOYMENT OPPORTUNI TY
HagW|Iget Village Counci l (HVC) is |l ookbngedmwms afh expeni
senior executives and the Chief & Council. This is an exk
working environment where you can make a difference.
Reporting directly to the Executive Director, the Execudi
duties The Executive Assistant is responsible for ongoin
coordinatiomadégropbeatdagn of the HVC Administration Offic
Duties & Responsibilities
ASupport to tDheeEx®cuti ve
1. Handles inquiries ®nrkehakf of Executive
2. Reviews incoming and outgoing correspondence and mater.i
items to their attention. May reseaadgrcheramgd. foll ow up on
3.Drafts important and confidential correspondence requir
procedures for th@ Exweicaw.i vieoDmatstamd edi tpr aeegmtratsi,or s
4. Hel ps to manage confidential documentation relating to
5.Advises regarding aplpadws awiitolm rdgaemd itcd eisssbgs of the C
6. Resolves issues regarding the Dpierrescotnoarl. schedul e of the
i .Maintains the HBExexgande and esscdleadudt @ agys aictt i rve It ateess wtha
conflprcitamigti es.
iiUses judgement and knowledge of or ganitzoaetsi poonnad tios srueegsy
meetings with Chief & Counci |pamretmbeerrss, empl oyees and
i Schedul es and organi ze€hmeét&ng@oeuhnovbdblving membe
7.Coordinates meetings by arranging Chief & Council rooms
di stributes minutes. May attend management meetings and
8. Prepares for all meeting commitments of the Executive
made available as required. This may regquafé.soliciting
9.Ensures travel and accommodation arrangements are made
Executive Director imarmmeraccurate and timely
10. Mai nt-honwaandbsysgemsand éoslboew thettashkely compl etion
l11. dentifies administrative issues with potential i mpact
solutions and coursdssafesaction to deal with
12 Orders supplies and equi pmernmnrteqgfudrr etdhe HVC administr a
BSupport to the Chief & Counci
1.May act as the Corporate Secretary to the Chief & Counc
2.0versees planning of meetings of the Chief & Council, ¢
3.Devel ops Agenda ftooraaeedr ngesnf(dracrece calls) for review
4. Prepares and distributes the Agenda and background mat e
5.Ensures travel and accommodati on arrangemedes f or membe
6. Attend meetings to take the minutes and ction 1|ist Ta
distr| butes a draft version of tl1elmsnutes to members a
7. P fHd pgehrl @ sg h t s 0doof c uMreeentti nfgosr r evi ew by Executive Directo
8.Maintains cor pocrcaotpey rteoc obred sk ephtarodn f il e i n Ha gAvwiplroaeate d\Wit
t o be signed by Executive Director.
9.Fol I-opwson action | ist / outstanding items and communica
wo r koend.
10 Verifies and codewodﬂmdm$e claims per HVC
11 Develops budget requirements for activities related t
12. Maintains paper cop|es and electntaomec copies of recor
13 Archives, catalogues and stores archives
C.Genea@dministration
1.Liaises with al/l staf ft adneynbefrsi ewéetimamagaeament oownalyehats$:
i .Liaises with external | T/ Management Services Consulta
iiLiaises with the office building massages. regardi ng mai
i iQv.er sees the processing of daily incoming and outgoi ng
and maintenance ofegquifpinceents.uppl i es and
D.Supervisory Responsibilities

1. This job invol

ves the guidanewoakd coor fiphpamp&m 2100 10Ph§




Job Requirements
1.Proven ability to demonstrate tact and discretion in prlep
sensintait we e .
2.Possess a strong work ethic and tthher osukgihh | s to take initlia:
3.Exceptional organizational and time management skills tjo
meet schednellddches.
4 . Ability to analyze situations and makeeappsopniate decilsi
5.Superior verbal andswiriltitsen communicati on
6. Excell ent isrktidripser sonal
7.An exceptional ability to think creatively to identify |an
8.Superior diplomacyntaaedr high | evels of
9.Ability tommmbheéepns.team
10Dedi cat @d atyeam
11Full working knowledge of Chief & Cpruocedurgess.ernance anfd
12Exceptional knowl edge of the Microsoft Offi cel nstueirtneeti.ncfl u
13Good understanginaoageosedudget
14Strong event planning abilitiésniseshsee events through fjJro
15Abil ity to-pacrekd iemvd rfoensntent and hsainmdd let aan enauursbleyr. of i ssUes
Exper i efidcuec && i on
1. A mini mbmyefarzs of experience supporting senior managersg o
a Chief & Council
2.A BacBeldegree in business administration or related fielld
relevartxpwaorlnce.
3. A minimum of 2 year decfirabpervi sory experience 1is
4 . Experience working with First Nations and an understand|i nt
i ssues wil |l bes soinsi dered an
We encourage gqgualified interested persons to submit your
Friday November 26, 2021.
The above gener al description of requirements for interpst
di scussed with thos selected for anreimctredrsv@heavw.wil?lgeeaseornmal
Congratul ations tp eveNroyVO%(ranbeenzh('-)a%P(}:}Ef’%g(;a 6 Thumbs up to the flol k
their education thfough the services provid- cashiers, tellaMigh f
ed by the AnspayaxWw |ealr nAmg ai¢8 Ntstpf.anT s t x|s a eselnl. the staff shor|tac
, first batch of couf slfes=ame Hopr t¥%ub¢1afvléna3rd i Iwoerdk iwi g harleo ttsrWeifn|lg
its great to see peop|l g3 T Hioh & &0 | tahiintt ofr U Ul i M appreciate your |un
a’ Regional District of
Kitimat-Stikine
{ Yl ff dza Ay S & aD NRSR (iAdyNIBeYS £{ Si3 Nl LK / NB S |
RDKS Economic Devel opment is pleased to bring you intervi ewsatme:t
aims to share stories and good news from businesses in our comnjun,i
We knowewdetter together but whatMekded hteh dte ame ann WolWafd@Gdr@menr sF?2afFar was borfn i
on one of the oldest farmsteads in the Kispiox Valley. In the last 12 yea
of many i rmtcomla® gnmmalklet garden and farm business, providing an abundancg o
seeds, and farm fare to the nearby communities of Hazelton and Smitherg.
For the last 7 years, Jonathan and Jolene have been farming together, |anc
by Willow and Meira to form the WoodGrain Farmer Cooperative. The trangit
workers cooperative has been an exciting milestone the team celebrates. C
structurep tmakaescoit possible to sustain | ocal food production while avpid
The coll ecti ve -ospt rheansg tahl soof otpheenecdo a whol e new worl d of crop options andl pr
met hods for each farmer to explore. This is only the glnni g. In 10 yYea
cooperative wil.l continue to provide sustainabl e orga c vegetable prodquc
The Cooperative is especially proud of its Community Supported Agri cufl t
program, customers pledge their support for the whole farming season arnd
selection of the harvest each week. Ot her ventures the team has pursuef i
val-wakeded production (such as bread, meat, s@lt). Their Japanese summer |[tur
fermented garlic flower salt top the charts for favorite products. Theilr
farmers markets and orders can be placed through their website.
After many years of running a farm, the team hakeé¢piamat an dteseiiimp kdiretbg n tceo |[md fo
ceop model has played a role in making the busi nes é$weecnoereadmiac arleltyhivnika b(lags. a
we value |l ocal food production if we want to enabl e f heweroRe g @r cklaasns ,a tfhad
the new adventures every day foonu tahree fnaervite rb rtiaBog isnul rset bahbeo,urte ewpheadts al | Yo when a
Websiht € ps:// woodgrain. cal
Are you a small business owner -StitkhinetWwboRwgubdal oDéestoidbe@béh|Kil



mailto:records@hagwilget.com
https://woodgrain.ca/
mailto:ecdev@rdks.bc.ca

