
Job Posting 
 

Upper Similkameen Indian Band “USIB” Logging Company 
 
Title:   Office Manager  
Location:  Princeton, British Columbia   
Duration:  Full-time 37.5 hours/week 
Start date:  available immediately 
Remuneration:  $25/hour  
 

Company Background:  
 

The Upper Similkameen Indian Band requires an Office Manager to undertake the day-to-day administrative 
management and reporting of their logging operations.  The ideal candidate will be a dynamic individual willing to 
balance the workload between financial and management activities.  
 

* Small company staff of 8-10 with friendly work environment 
* Located in the beautiful Similkameen Valley – Princeton, BC …. Affordable & Friendly 
* Dedicated to environmentally friendly business practices 
* Upwards of 10 years in business with bright future 

 

Position Summary:   
 

The role of the Office Manager is to provide all of the day-to-day bookkeeping and administrative functions for a 
small scale contract logging company.  The Office Manager is expected to have experience and skills relating to 
book keeping (we utilize Quick Books) and working in a small business financial environment.   Ideal you would 
have some knowledge of logging-operations/industry or be a confident quick learner.  The Office Manager works 
alongside and in collaboration with the Forestry Operations Supervisor however this position requires you to work 
in a self-reliant manner, unsupervised for much of the time. 
 

Responsibilities/Requirements: 
 

* Good working knowledge of QuickBooks accounting program (or similar & adaptable) 
* Knowledge of MS Word and Excel  
* Experience with cost accounting and inventory management  
* A valid driver’s license and reliable transportation  
* Strong communication skills 
* GST & Payroll responsibilities  
* Knowledge of the logging industry an asset  
* Self-motivated personality with ability multi-task, adapt to change and work with others  
 
 

Submit applications via email to:  USIB Councilor “Bonnie Jacobsen”  at …..   b.jacobsen@usib.ca  
 

Preference will be given to those of aboriginal ancestry.  Only those short listed for interview will be contacted. 
 

USIB Logging Operation 
Vermilion Forks I.R. #1 Field Office 

201 Highway #3, Princeton, BC V0X 1W0 
Phone (250) 295-3356 

mailto:b.jacobsen@usib.ca

