
  
 

 
 
 

 
 

 

EMPLOYMENT OPPORTUNITY  

Events Planner -Time limited Maternity Leave Backfill Position 
 
The Okanagan Nation Alliance (ONA) is the tribal council for the eight Okanagan Nation communities 
which includes Osoyoos Indian Band, Upper Nicola Band, Upper Similkameen Indian Band, Lower 
Similkameen Indian Band, Penticton Indian Band, Westbank First Nation, Okanagan Indian Band and the 
Confederated Tribes of the Northern WA state. The ONA’s mandate is to advance, assert, support and 
preserve Okanagan Nation sovereignty. Further, the ONA is charged with providing members with a forum 
to discuss and form positions on areas of common concern.  
 
The ONA is seeking to employ a skilled and experienced individual to work as Events Planner in a time 
limited Maternity backfill position. The Events Planner will work closely with the Communications and 
Syilx Public Relations Specialist, to ensure assigned events are managed and delivered in a professional 
and timely manner, meets safety standards, and follows the ONA’s guidelines. The Events Planner will 
serve as a resource to all ONA departments and may be required to supervise event volunteers, summer 
students and event contractors. The successful applicant should be willing to work some evenings and 
weekends, comfortable working in a fast-paced and dynamic environment, be able to work in group fashion 
and independently and have excellent communication skills.   
 
Key Duties and Responsibilities: 
 
 The position holder will be responsible for coordinating events including detailed event logistics 

and liaising with department staff;  
 Will be responsible to ensure and develop a social media plan and web presence for all the 

events; 
 Will assist with the development of ONA communication tools and materials .i.e. posters, letters, 

and training materials; 
 Attend assigned community events and gatherings to provide event support and to promote 

events. 
 Other duties as required 

 
Qualifications and Experience:  
 A relevant General Office/Events Administration diploma/certificate with 2 years of relevant 

experience. 
 Excellent computer skills including MS Office. 
 Competent in the use of Social Media including Facebook, Twitter and Instagram   
 Good Public Relations skills. 
 Be able and willing to work flexible work hours that may include evenings and weekends. 
 Previous experience in working with a First Nations environment. 
 Food safety certification would be an asset. 
 Aboriginal ancestry is preferred. 

Hours: 37.5 Hours per week.  

Application Procedures: Resumes and covering letter must be submitted to:   

David Leroux,  Human Resources Manager 
Okanagan Nation Alliance 

101-3535 Old Okanagan Highway, Westbank, BC V4T 3L7 
           Email: dleroux@syilx.org Fax: (250) 707-0166 
COMPETITION CLOSES: 4.30 p.m. August 29, 2018. 

Thank you for your interest, No Phone Calls Please only those short-listed will be contacted. 
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