
  
 

 
 
 
 

 

 

EMPLOYMENT OPPORTUNITY 

BRIDGES Administrative Assistant. 

(Position available until June 30, 2019) 
 

The Okanagan Nation Alliance (ONA) is the Tribal Council for the eight member communities 
of the Okanagan Nation which includes Osoyoos Indian Band, Upper Nicola Band, Upper and 
Lower Similkameen Indian Bands, Penticton Indian Band, Westbank First Nation, Okanagan 
Indian Band and the Confederated Tribes of the Colville Reservation. The ONA’s mandate is to 
advance, assert, support and preserve Okanagan Nation title and rights. Further, the ONA is 
charged with providing members with a forum to discuss and form positions on areas of common 
concern.  
 
The ONA is currently interested in employing an enthusiastic Admin Assistant for the BRIDGES 
(Building Resources for Innovative Development, Growth and Economic Stability) pilot project. 
This project is designed to engage unemployed youth through the offering of a range of Syilx 
resiliency initiatives to increase a desire to engage in skills training, or to pursue further 
education, or alternatively to attain direct employment. 
 
The BRIDGES pilot project will generate the first comprehensive research in Canada that 
measure the impact of the traditional, cultural and mentoring approach in preparing Aboriginal 
youth to obtain gainful employment, 
 
Under dual supervision of the BRIDGES Program Manager and the Finance Administrator, the 
BRIDGES Admin Assistant will provide administrative functions for the BRIDGES Team 
members. The position is based out of the Westbank office, however there may be a requirement 
to travel for the purpose of providing logistics support to BRIDGES events.    
 
Key Responsibilities: 
1. Provide a full range of administrative support functions to the BRIDGES Team. 
2. Assume responsibility for tracking and monitoring the BRIDGES data collection, and for the 

collation and data entry for the research project. This includes participant (clients) 
registration forms, assessments, individual participant plans, evaluations, attendance records 
and other related administration functions. 

3. Develop and maintain the BRIDGES filing system, both manually and on the ONA network, 
ensuring the ONA filing policies, systems and procedures are maintained.  

4. Assist in the data gathering, compilation and, with Skills Mentors, analysis for program 
evaluations and reports (internal and external).  

5. Liaise with the BRIDGES Team and ONA Events Planner to support and assist in organizing 
BRIDGES events. Provide logistical support for workshops and training i.e., recruitment, 
registration and set up/ take down.   

6. Work with the Communications team in developing the posters and other communications 
required.  

7. Develop and maintain an event calendar for BRIDGES.   
8. Develop and maintain databases and contact information on community partners including 

education/training providers, employers, community-based programs and staff and related 
education. Training and employment resources.  

9. Ensure invoices are processed efficiently, liaising with the team and ONA finance 
department, and that costs associated with each program participant is posted, tracked and 
summarized for reporting purposes.  

10. Assist in the development and maintenance of administrative and program procedures and 
guidelines as they pertain to the BRIDGES Program.  

11. Undertake a range of administrative duties such as filing (electronic and hard copy), 
communication by phone, e-mail, fax, hard copy, formatting of BRIDGES materials such as 
flyers and brochures.  

12. Maintain an inventory of BRIDGES equipment and supplies, booking out equipment to 
appropriate users and tracking its return.  

13. Coordinate access to BRIDGES fleet vehicles as required.   
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14. Maintain the highest level of professionalism, confidentiality and commitment, in supporting 

and the ongoing admin functions of the project.  
15. Support the Project Team with formatting of reports and documents, as required.   
16. Attend BRIDGES meetings as required.  
17. Perform other related duties as part of the greater ONA administration cluster is required of 

the position holder.  
 
Qualifications required. 
1. Completion of grade 12 and a minimum of 5 years relevant training or work experience  

OR 
2. A Business administration diploma preferred together with 3 years’ relevant work 

experience.  
 
Knowledge, Skills and Abilities required. 
1. Excellent computer skills (MS Office suite), including data entry and database/spreadsheet 

experience.  
2. General administrative experience including writing minutes and organizing meetings and/or 

events.  
3. Ability to deal with numerous issues simultaneously.  
4. Strong communication skills. 
5. Professional approach. 
6. Proactive and positive outlook. 
7. Supportive team player. 
8. Discretion, ability to respect confidentiality and handle sensitive information 
9. Aboriginal ancestry preferred. 
10. Experience successfully working in Aboriginal organizations and cultural contexts is 

preferred. 
11. A good understanding of First Nations issues, practices and culture. 
12. A reliable vehicle and a valid BC Driver’s License. 
13. Flexible work hours/willingness to work on evenings and weekend. 
14. Current criminal record (vulnerable sector) check with the RCMP.  
 

Hours of work: 37.5 hours per week.  

Term positions until June 30, 2019.  

Application Procedures: Please send a current resume and covering letter to:   

David Leroux, Human Resources Manager 
Okanagan Nation Alliance 

#101 – 3535 Old Okanagan Hwy, Westbank, BC V4T 3L7 
           Email: dleroux@syilx.org  Fax: (250) 707-0166 

Please apply by October 19, 2018. 
 

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


