Blueberry River Restoration Society
Job Posting: Executive Assistant

Position: Executive Assistant

Location: Fort St. John, BC

Work Terms: Full-time (35 hrs/week), on-site
Start Date: As soon as possible

About Us:

The Blueberry River Restoration Society is a non-profit organization committed to
restoration of the lands and people of Blueberry River First Nations. Governed by a strong
Board of Directors appointed by both Blueberry River First Nations and the Province of
British Columbia, the Society is dedicated to planning and managing impactful,
sustainable restoration projects that heal the land and empower the Blueberry River First
Nations community.

Join Us:

Be part of a transformative organization that is revitalizing the cultural and ecological
heritage of Blueberry River First Nations. The Society is most interested in hiring employees
with a team-oriented personality and positive attitude — we will provide training if you have
even some of the skills detailed below. Apply today to make a meaningful impact!

Position Overview:

We are seeking a highly organized and proactive Executive Assistant to support the CEO.
This role is integral to the smooth operation of our organization, requiring a professional
who can manage diverse tasks with efficiency and grace.

Key Responsibilities:

e Provide administrative support to the CEQ, including managing schedules,
coordinating meetings, and preparing correspondence

e Assistin the preparation and distribution of materials for Board meetings, including
agendas, minutes, and reports

¢ Handle confidential information with discretion and professionalism

e Coordinate travel and meetings for the CEO and Board members



Support administrative management activities, including tracking deadlines and
organizing both digital and hard copy documentation

Maintain an organized office environment, including managing office supplies and
equipment

Assist with event planning and coordination for society-related functions

Preferred Qualifications:

Prior experience as an executive or administrative assistant
Strong organizational skills, with the ability to prioritize tasks effectively
Excellent written and verbal communication skills

Experience using Microsoft Office Suite (Word, Excel, PowerPoint, Outlook,
SharePoint)

Ability to work independently and as part of ateam
Discretion in handling confidential information
Strong interpersonal skills, with a commitment to fostering positive relationships

Familiarity with Blueberry River First Nations and the surrounding Treaty 8
community

Benefits:

Competitive pay, health and dental benefits, paid vacation time, opportunities for paid

training, tax incentives for registered members of a Canadian First Nation, and a highly

supportive work environment where growth is fostered.

How to Apply:

Interested candidates are encouraged to apply by submitting their resume and a cover

letter detailing their qualifications and interest in the role to ceo@brrsociety.org. Job

posting will be available until the role has been successfully filled. Priority will be given to

candidates from Blueberry River First Nations and surrounding Treaty 8 communities.


mailto:ceo@brrsociety.org

