Heiltsuk Tribal Council Job Posting No. 003-2026

BSDW Assistant

EXTERNAL JOB POSTING

ABOUT THE OPPORTUNITY

Reporting to the Manager of Social Development, and the Band Social Development Worker (BSDW) Assistant
supports client intake, data entry, filing duties, and providing prompt courteous service to client inquiries. This
position of trust maintains all information in accordance with the Personal Information Protection and Electronic
Documents Act and other applicable legislation.

Among other employer policies and terms and conditions of employment, the ability to maintain strict
confidentiality over the sensitive material being handled is of critical importance and is a condition of
employment. Occasional job duties include backfilling for the Band Social Development Worker and Receptionist
during their leaves. Other reasonably related duties as required.

ABOUT YOU

You are a dependable individual who actively practices safe work, and you take pride in working in community
services. You demonstrate respect towards your co-workers and when engaging with community members. You
are detail oriented and have a strong sense of confidentiality and professionalism, and you maintain a calm
approach in all matters. You are capable of effectively using computer programs and have had some exposure to
working with documents management software programs.

YOUR ESSENTIAL SKILLS INCLUDE

e Mature individual with minimum grade 12 education

¢ Experience working in an office environment, or in the public/customer service sectors

e Demonstrated ability to maintain privacy, confidentiality, and manage sensitive information

¢ Proven experience working with computers, and a willingness to learn new systems

¢ Data entry skills with attention to accuracy

¢ Proven organizational skills, attention to detail, and ability to prioritize workload, and task switch
Able to handle large volumes of paperwork and organize and prioritize filing

* Good communication skills and able and willing to work collaboratively in a team environment

¢ Police Information Check (criminal records)

e Ability to provide own transportation to and from work.

The following are considered assets:

e Proficiency in Microsoft Office Suite and other data management tools
¢ Experience working in Xyntax© system modules
¢ Previous office experience.

We recognize the value of diverse educational experiences including cultural, academic, work, and lived
experience. We encourage those who closely match the qualifications listed to apply. Heiltsuk members and
Indigenous applicants are encouraged to apply.

ABOUT THE COMPENSATION

The rate of pay is §25.00 - $27.00 per hour, pending education and experience. This employee will work a regular
schedule of 37.5 hours per week, Monday to Friday from 8:00 a.m. to 4:30 p.m. and on occasion will work extra-
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regular hours and overtime hours, evenings and weekends, as approved by the manager. In addition to training
opportunities, other benefits include a comprehensive group health benefits package, and time off awards.

HOW TO APPLY

Please submit your application to: heiltsuk triBal
council

Human Resources Recruitment

Heiltsuk Tribal Council
jobs@heiltsuk.ca

External Posting Closes: Until filled Remuneration: Rate offered to the successful incumbent is pending
certification(s), skills, experiences, knowledge.

Please identify in your email subject line that you are applying to “003-2026 BSDW Assistant.”

We thank all individuals for applying, but only those applicants selected for an interview will receive a reply.
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