HR Administrator

Blueberry River First Nations (BRFN) is seeking a dedicated and detail-oriented Human Resources
professional to support our growing team. This role is central to fostering a positive workplace culture
and ensuring the smooth operation of our HR functions, including payroll, benefits, employee relations,
recruitment, training, and compliance. If you are passionate about human resources and want to make a
meaningful contribution to the BRFN community, we encourage you to apply.

About our Nations:

At the heart of Blueberry River First Nations is the belief that we are stronger together. We are a self-
governing Nation committed to building a thriving, self-sustaining community rooted in culture,
governance, and economic prosperity. Guided by our values—Respect, Inclusiveness, Responsibility, and
Pride—we work to enhance the quality of life for both current and future generations.

Located in northeastern British Columbia, we are proud members of Treaty 8, with both Beaver and Cree

cultural groups forming one united community. Our mission is to empower our people, strengthen
governance, and honor traditions while embracing new opportunities. Through integrity, respect,
accountability, and unity, we ensure that every decision contributes to the collective well-being of our
Nations.

Guiding Responsibilities (Duties and Responsibilities)

Payroll, Benefits & HR Administration:
e Administer payroll and benefits processes, ensuring accuracy and compliance with organizational
and legal requirements.
e Maintain and update personnel records, including payroll data, personal information, leave
tracking, and turnover statistics.
e Ensure compliance with all applicable federal and provincial employment laws and regulations.
e Generate routine HR reports to support operational and planning needs.

Employee Relations:

e Serve as the first point of contact for employee inquiries related to HR policies, procedures, and
general information.

e Communicate with employees regarding workplace expectations, policy updates, and routine
performance questions.

e Support a positive and productive work environment by addressing general employee concerns
and promoting engagement.

e Assist managers with documentation and coordination related to employee relations and
performance matters.

Recruitment & Onboarding:



e Assist in preparing and posting job descriptions and provide administrative support throughout
the recruitment process.

e Support the onboarding process by collecting documentation, preparing orientation materials,
and setting up employee files.

Training & Development Support:

e Coordinate logistics for training sessions, seminars, and employee development initiatives.

e Track participation in training and maintain related records.

e Assist in the distribution and tracking of staff development plans and leadership training
materials.

Policy & Compliance:

e Maintain and update HR policies and procedures in accordance with legislation and
organizational guidelines.

e Support health and safety initiatives by organizing training and maintaining compliance
documentation.

e Help ensure workplace practices align with Occupational Health and Safety standards.

Lived & Learned Experience (Experience and Education Requirements)

Required:

Knowledge of First Nations culture and traditions, and of systemic issues faced by First Nations people, and of
the political and administrative structures of First Nations.

Completion of post-secondary diploma or degree in Human Resources or other business-related program.
Minimum of 2 years of experience in an HR administrative role.

Knowledge of employment legislation.

Full understanding of HR functions and best practices.

Must have valid driver license (BC Class 5) and satisfactory driving record.
Criminal records check (vulnerable sector).

Preferred:

Additional training/certification in Payroll Management.

Labour Relations certification.

Experience as a Skills Development Facilitator.

Knowledge and appreciation of working in service of Truth and Reconciliation with Indigenous Peoples
Proficiency in using computers: Microsoft 365, Microsoft Word, Excel, Outlook, PowerPoint, and various video
conferencing platforms.

What We Offer:

In addition to working with a community where you can make a difference and work with like minded
people we offer:

e 14 statutory holidays

e 3 weeks vacation to start

e Cultural days

e Paid sick leave

e A comprehensive benefits package after 6 months of continuous employment.



Location:
18785 Blueberry Reserve Rd, Buick, BC VOC 250

Closing date: Open until filled.
Salary: $53,923 - $80,884 Annual Salary
Applications are assessed as they are received therefore early application is recommended.

Candidates who meet the above criteria will be contacted for an interview. Proof of certifications will be

required prior to employment.



