Batchewana First Nation

Now Hiring: Executive Assistant to the CEO

Range: 559,667.13- 564,006.25

Join Our Team

Batchewana First Nation (BFN) is seeking passionate individuals to support the diverse needs of our evolving Nation. With over 250 employees and growing we
welcome applicants from both sides of the Treaty, including band members and the general public to join our growing team. BFN values diverse perspectives that
align with our priorities and seeks like-minded individuals committed to serving our membership and Nation with integrity and respect. Batchewana First Nation
(BFN) is an ambitious, entrepreneurial community committed to developing strong partnerships while honoring Indigenous culture and its long-standing
responsibilities. Guided by the 7 Grandfather Teachings, BFN seeks driven individuals who support the self-determination of the Anishinaabe Peoples. With respect
for our Elders' wisdom and our youth'’s future, we encourage employees to help build a strong, healthy Nation rooted in respect for all creation.

POSITION SUMMARY

Working directly for the CEO, the Executive Assistant is responsible for providing day-to-day administrative support to the CEO. This role is responsible for a wide
range of complex, time-sensitive and confidential administrative duties in a dynamic First Nation environment.

DUTIES AND RESPONSIBILITIES

e Performs executive administrative functions on behalf of the CEO and acts as liaison between CEO, direct reports to the CEO, stakeholders and the public
e Liaises with the BFN Chief / Council, and Council Secretary as well as with the general public, community organizations / members, other First Nation
leadership and Indigenous networks and organizations.

e Manages the CEQ’s schedule and calendar, including ticker system, and provides support to CEQ’s direct reports as required

e Prepares and releases meeting packages such as agendas, meeting minutes, communications and related documents and follow-up on actions and
activities of same

e Coordinates travel and handles / reconciles all related expenses in accordance with BFN policy and reporting requirements
e Develops office practices, processes and records in support of business arising from CEQ’s office
e Responds to a wide range of inquiries (written, electronic, telephone, and in-person) and ensures appropriate response, involving CEO as appropriate

e Establishes and maintains positive and effective relationships with BFN leadership and staff, Chief / Council, the general public, community organizations
and other stakeholders

e Maintains office records, logs, files, reports and other such documents and completes follow-up on all related matters until resolved / completed
e Conducts research and reports on findings as required
e Assists in completing special projects in support of the business of Chief and Council and / or the organization

QUALIFICATIONS AND EXPERIENCE

e Adiploma in Office Administration
e 5-—7years directly related and comparable experience

KNOWLEDGE SKILLS AND ABILITIES

e Maintains a high level of confidentiality

e Ability to work independently or collaboratively

e Exceptional interpersonal, relationship, communication and organizational skills

e Ability to demonstrate integrity, empathy, trust, respect, and understanding by always acting with a high degree of professionalism
e Ability to demonstrate strategic insight and operate proactively in response to the dynamic demands of BFN

e Highly organized and effective in creating and maintaining files / records and dealing with correspondence

e High level of competency in using computer software such as Microsoft Office

e Familiar with First Nation traditions and history

CONDITIONS OF EMPLOYMENT

e Favorable CPIC with Vulnerable Sector Check
e Travel may be required
e Access to a reliable vehicle

What We Offer

4 Day Work Week and support for work/life balance

e Group benefits and generous pension plan

e Extensive leave provisions

e Unique opportunity to contribute to advancing the rights of our Nation
Who We Are

The Ojibways of Batchewana First Nation (BFN) are a dynamic Indigenous community on the northeastern shore of Lake Superior, near Sault Ste. Marie, Ontario.
Comprising four land bases—Rankin, Goulais Bay, Obadjiwan, and Whitefish Island—BFN blends community charm with urban accessibility. As signatories of the
Robinson Huron Treaty and members of the Association of Iroquois and Allied Indians, BFN asserts its sovereignty and nationhood through daily governance and
cultural expression.

How to Apply & Deadline: Please forward your cover letter and resume to email: humanresources@batchewana.ca Subject Line: Executive Assistant to the CEO

ALL APPLICATIONS MUST BE RECEIVED BY Friday, October 2, 2026, AT 12:00 PM (Noon).

Batchewana First Nation welcomes applications from all qualified candidates. In accordance with Batchewana First Nation's employment policies, preference will be given to
qualified Batchewana First Nation Band Members. We thank all applicants for their interest, however only those selected for an interview will be contacted.

Late Applications will not be accepted. For more information on our Nation please visit the website: www.batchewana.ca
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