
  
 

 
 
 
 
 
 

 

 

EMPLOYMENT OPPORTUNITY 
 

Natural Resources Data and Administrative Coordinator 

 

The Okanagan Nation Alliance (ONA) is the Tribal Council for the Syilx Okanagan Nation. The 

ONA’s mandate is to advance, assert, support and preserve the Syilx 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 seeking to employ a Natural Resources Data and Administrative 

Coordinator. Reporting to the Natural Resources Manager, the Natural Resources Data and 

Administrative Coordinator is responsible for supporting the Natural Resources team members 

with administrative services and data, as well as managing centralized knowledge systems and 

archival information in regards to Syilx title and rights, using sound principles and practices in 

order to uphold the Chief Executive Council mandate as it relates to Natural Resource. This 

position will work with the Natural Resources Team and all departments as well as Okanagan 

Nation communities, committees, external governments, First Nation and other partners. 

 

Key duties and responsibilities may include: 

 Organize meetings and do minutes of meetings for the Natural Resource Department 

committees and working groups.   

 Support the Team by providing general administrative services. 

 Assist NR Department with tracking progress on contracts, subcontracts and projects. 

 Write proposals and complete final reports to funders for approval by the Natural Resources 

Manager. 

 Create and manage databases and information warehousing on ONA computer network.  

 Add cultural values data on a multimedia online platform, using a wide array of software 

programs and tools. 

 Responsible for the safekeeping, updating and retrieval of Natural Resources data, as well 

as for the dissemination thereof, upon approval of the Natural Resources Manager. 

 Serve as point of contact for and provide cultural related information upon request. 

 Other duties as discussed and agreed upon.  

 

Qualifications required:  
Diploma in Business Administration or Data Management or related field and a minimum of (3) 

three years’ experience or an equivalent combination of education and experience. Must have 

previous experience working in First Nation natural resource management programs or projects. 
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Knowledge, Skills and Abilities:  

1. Some knowledge of First Nation natural resources management programs. 

2. Understanding of traditional norms and protocols about research and data compilation.  

3. Strong demonstrated data management, organizational and time management skills. 

4. Strong knowledge and abilities in administration and communications. 

5. Ability to work with ONA Elders and community members to ensure inclusion of traditional 

ecological knowledge.  

6. Ability to contribute data and archival information into reports. 

7. Ability to work independently as well as in a team. 

8. Must have excellent interpersonal communication skills. 

9. Strong MS Office and information database skills is essential. Knowledge of ArcGIS Story 

Maps, Google Earth, Audacity, and file conversion programs is an asset. 

10. Proven experience in working with First Nation organizations’ issues and concern is 

preferred. 

11. Availability of a reliable vehicle and a valid BC Driver’s License. 

12. Ability to work flexible work hours/willingness to work on evenings and weekend. 

 

Application Procedure: Interested candidates are invited to 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 or Fax: (250) 707-0166 

 

Thank you for your interest. No phone calls please. Only those shortlisted will be contacted. 
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