
 
Employment Opportunity - Full Time 

Implementation Coordinator 
Department:  Rights and Title / STLM   
Reports to:  Implementation & Compliance Manager  

 
 

Why work for the shíshálh nation? We offer the following; 

Business Casual Office environment, Extended Benefits like medical, LTD, Life Insurance, 

MSP Coverage, Training and Development Opportunities. Current salaries under review.  

Job Summary: 
This position provides administrative and research support to Stewardship Territorial Lands 
Management Division Manager by organizing information and meetings, inputting, organizing, 
analyzing and retrieving information and writing letters and minutes of meetings. The 
individual will correspond with proponents and government officials. 

 

Duties and Responsibilities: 
Industry/Government Relations: 
 Writes application letters including incorporating the evaluations from experts and cultural 

information  
 Correspond with industry and government officials regarding applications as directed   
Coordinates the enactment of Implementation Boards including: 
 Plans and coordinates the execution of meetings including taking minutes 
 Assists in the development of and drafts work plans 
 Plans and coordinates community engagement in consultation with the Implementation Board 
Administration:  
 Responsible for information gathering, sharing and analysis 
 Ensures the Director is notified immediately of any time sensitive or strategically sensitive 

information contained in the new correspondence 
 

Qualifications: 
 University degree in public administration, anthropology/social sciences/ environmental science 

or related discipline preferred, or equivalent relevant experience  
 Experience in a business environment (public or private sector, preferably in a resource-based 

organization) including technical and project management roles 
 Demonstrated proficiency in the following: conflict resolution, strategic and tactical planning; 

project management principles and practices; analysis and critical thinking; creativity and 
innovation in problem solving; interpersonal and communication skills (written and oral); 
organizational skills 

 Demonstrated experience using Microsoft Office programs, including Word, Excel, and Outlook  
 Experience writing reports and taking minutes and all aspects of coordinating meetings 
 Effective verbal and written communication skills 
 Excellent organizational skills 
 Ability to manage multiple tasks and to respond to changing priorities 
 Ability to maintain a high level of accuracy and confidentiality  

 

Preference will be given to qualified shíshálh band members, community members, and other First 
Nation’s members, Inuit’s and Métis.  
 

We sincerely thank all applicants for their interest in the position, however only qualified applicants will 
be contacted for an interview.  
 

For full job posting please email Nievelina. If you are interested in the position send your cover letter and 
résumé to Nievelina Carmona, HR Manager at: ncarmona@secheltnation.net 
 

mailto:ncarmona@secheltnation.net

