Police Administrative Assistant S CHEW,4 Ng

Location: Batchewana First Nation, Ontario, Canada N
Department: Batchewana First Nation Police
Employment Type:  Permanent Full-Time
Salary: Starting at $35.06/hr
POLICE
Start Date: October 26, 2026

Position Summary

The Police Administrative Assistant provides comprehensive administrative and clerical support to the Batchewana First Nation Police. This position
requires professionalism, discretion, exceptional organizational skills, and the ability to handle sensitive and confidential information while supporting
Police Officers, partner agencies, and members of the public.

Duties and Responsibilities

e Answer and direct telephone calls, emails, and inquiries from the public.

e Prepare, process, and maintain confidential reports, records, correspondence, and other documentation.
e Schedule appointments, meetings, and court-related administrative activities.

e Enter, update, and retrieve information in police databases, including Niche RMS, CPIC, and DEMS.

e Provide administrative support to Police Officers and other detachment personnel.

e Support records management and document retention activities in accordance with applicable policies and procedures.
¢ Maintain office supplies and coordinate general office operations.

e Maintain accurate inventories of detachment vehicles, computers, equipment, and other assets.

e Maintain accurate and up-to-date financial records.

e Provide professional customer service to members of the public and external partner agencies.

e Maintain confidentiality and professionalism.

e Perform other related administrative duties as assigned.

Qualifications and Experience

e High school diploma or equivalent. Post-secondary education in business administration, office administration, law enforcement, or a related
field is considered an asset.

e A minimum of three years of administrative or office experience, preferably in a law-enforcement environment, is considered an asset.
Knowledge, Skills and Abilities

e Basic understanding of Batchewana First Nation and the Batchewana First Nation Police.

e Ability to communicate clearly and professionally, both verbally and in writing, with internal and external agencies.

e Strong computer skills and the ability to learn various police databases and technology related disclosure requirements.

e Ability to manage multiple priorities in a fast-paced environment.

e Strong organizational, interpersonal, and customer-service skills.

e Strong computer skills and proficiency with Microsoft Word, Excel, PowerPoint, spreadsheets, and other standard office software.
e Experience with police database software, including Niche RMS, CPIC, and DEMS, is considered an asset.

o Excellent written and verbal communication skills.

e Exceptional attention to detail and strong organizational abilities.

e Demonstrated ability to handle sensitive and confidential information with discretion.

Conditions of Employment

e Successful completion of a background check and any required security screening.
e Valid driver’s licence and access to a reliable vehicle.

e Willingness to travel to receive applicable and appropriate training.

e Flexibility to work varied hours or shifts based on operational demands.

e Successful completion of a six-month probationary period.

Compensation and Benefits

e Competitive salary.

e Health and dental benefits.

e Pension plan.

e Paid vacation and holidays.

e Training and professional development opportunities to build new skills and strengthen existing ones.

How to Apply
Interested applicants must submit a résumé, cover letter, and three references no later than Friday September 11, 2026 @ 12:00 pm.

Email: humanresources@batchewana.ca Subject line: Police Admin

Only applicants selected for an interview will be contacted. Late applications will not be accepted. Employment is conditional upon successful completion of the
required background and security screening.
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