JOB OPPORTUNITY

Application deadline: December 10th, 2021
Start date: January 5th 2022

EXECUTIVE ASSISTANT

Salary to be determined according to the current salary scale ($43004 to $50829)

Your mandate
In keeping with the mission, orientations, values and general policies of the FNQLSDI, the
incumbent must provide secretarial as well as administrative and logistical support to the
various sectors of the organization with the collaboration of the administrative team.

Main responsibilities
Provides a professional welcome to clients in both languages and dispense needed
information
Contributes to the writing, editing, page layout and translation in both languages of
correspondence such as letters, meeting minutes, emails, presentations or other
documentation
Ensure that the computer equipment, office equipment, supplies and field equipment
under his responsibility are in sufficient quantity and functional, keep inventories up to
date, carry out orders and/or ensure repairs
Participate in the management of the various IT subscriptions and accesses and the
updating of correspondence lists
Provides very basic support to team members for their IT concerns, and refer them to
our supplier as appropriate
Provides administrative and logistical support in the planning and organization of
events, webinars or meetings (invitations, bookings, agenda, reception, etc.) and makes
the arrangements required for teleconference calls or videoconferencing meetings
Follow-up on events, field trips and vacations within the organization
Works in close collaboration with the administration team members to coordinate the
circulation of information internally as well as with other services and organizations, and
act as a resource person to provide information and support to employees
Contributes to the smooth operation of the organization's activities and the maintenance
of a work climate that is focused on mutual assistance, cooperation and collaboration
Processes incoming and outgoing mail and parcels

Benefits
Working in service of
First Nations
Full time position
Workplace: currently
teleworking, the
offices are located in
Wendake
Flexible schedule of
34 hours with Friday
afternoons off
Pension plan and
group insurance
Good balance
between work and
personal life
2 weeks of paid leave
during the holiday
season in addition to
the annual leave

Do you have the profile?
Recognized training in business administration, office automation or secretarial work
such as an attestation of college studies (ACS) or a diploma of college studies (DCS)
Minimum 2 years of experience in a similar position
A combination of relevant education and experience could also be considered
Ability to communicate in the two (2) official languages (French and English) oral and
written at an advance level
Good knowledge of Office 365 (an asset)
Knowledge of the First Nations languages and cultures and indigenous communities'
structure (an asset)

The Sustainable Development Institute
Founded in 2000 by the AFNQL Chiefs, the mission of the First Nations of Quebec and
Labrador Sustainable Development Institute (FNQLSDI) is to offer First Nations a
dynamic crossroads of services in support of their efforts to ensure the health of their
territory and its resources, the recognition of their rights and the development of
sustainable communities.

To Apply
Send your resume with a
cover letter to Mr. Alain
Bédard at rh@iddpnql.ca
before the application
deadline.

Please note that, with
equal competence, the
FNQLSDI gives priority
to Indigenous
candidates. Only the
candidates retained in
pre-selection will be
contacted.

