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Administrative Assistant

Summary

We are seeking a proactive and organized Administrative Assistant to support our
team. The successful candidate will manage office tasks, assist with daily operations,
and support various projects. This summer student position is open to any Métis youth
planning to attend post-secondary education in the fall. The position is full-time from
May 6th to August 30th and will be based out of BCMF’s Vancouver office.

Roles & Responsibilities

1. Administrative Support

» Perform general administrative tasks, including managing phone
calls, scheduling appointments, and handling correspondence.

2. Office Management

» Maintain a well-organized and efficient office environment.

3. Communication

» Act as a liaison between team members, community leaders, and project
coordinators, ensuring effective and timely communication.

4. Data Entry and Record Keeping

» Accurately enter and maintain data in company databases,
ensuring information is up-to-date and easily accessible.

5. Travel Arrangements

» Assist in making travel arrangements, including booking flights,
hotels, and transportation for team members as needed.

6. Event Coordination

» Support organizing company events, meetings, and
conferences, ensuring all logistics are well-managed.
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Qualifications

Required training, experience, knowledge, skills and abilities:

» Experience as an Administrative Assistant or in a similar role.

» Strong organizational and multitasking skills, with attention to detail.

» Excellent written and verbal communication skills.
» Proficient in Microsoft Office Suite and other relevant software.
» Ability to prioritize tasks and work independently.

» Professional demeanor and strong interpersonal skills.

Working Conditions

»

»

»

»

»

»

»

Work is done within the BC Métis Federation office; or
designated space, travel may be required.

Lengthy computer hours.

Ability to work using zoom or phone or other technology
alternatives to meeting the goals of the project.

May work partially remotely with home office location
located within acceptable driving distance.

All work is done in a general office environment.
Travel for meetings may be required.

May be required to work evenings and weekends

Ability to Commute or Relocate

»

Lower mainland, BC: reliably commute or plan to
relocate before starting work (preferred)

Schedule

»

»

Day shift
Monday to Friday
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Who We Are

The BC Métis Federation (BCMF) is a non-profit association that works with Métis
communities to ensure the well being of BCMF members. Through grassroots efforts,
BCMF advocates on behalf of its many members, living all across the province.

Preserving our heritage and sharing it with younger generations is necessary for the
survival of Métis peoples. Through cultural revitalization, gathering in community, and
sharing stories we ensure our legacy lives on.

For more information about the BC Métis Federation, visit: BCMetis.com

What We Offer

» We value your work-life balance and family/community time.

» Additional statutory holidays, including National Indigenous
Peoples’ Day and National Day for Truth and Reconciliation.

» Travel opportunities to conferences and community events.

Signatures

| have read, understand and accept this job description with the following comments:

Employee Signature: Date:

Employer Signature: Date:
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