
 

Employee status: Permanent  Hours/week: 36.25 in winter, 32 in summer 
Workplace: 95 Rue de l'Ours, Wendake 
Start date: As soon as possible 
Hourly wage: Between $32.55 and $43.21 in accordance with the FNEC’s salary scale  
Hiring priority: The FNEC has adopted affirmative action measures to promote the hiring of First Nations and 
Indigenous peoples. This position is reserved for the designated groups listed below.  
 
Job description 
Under the authority of the director general and the direct supervision of the director of operations, the adminis trative 
services coordinator organizes all routine administrative tasks to optimize resources. To do this, he or she works with 
management and administrative staff to develop an overa ll view of the needs and resources required for the proper 
functioning of administrative support activities. The coordinator is responsible for ensuring administrative procedures 
and processes are continuously improved and consistently applied in the departments.  He or she implements and 
coordinates the organization's best practices in administration, oversees a group of employees, and advises the 
directors on the supervision of administrative support tasks.   
 
The incumbent is also required to recommend solutions for surplus workload, oversee translation requests, schedule 
administrative support staff meetings, facilitate employee onboarding, suggest improvements to existing procedures 
and tools, and seek out new practices in his or her area of expertise. 

 
Requirements 
- Training in administrative support and an undergraduate degree (minimum of 30 credits) in a field related to the 

position (project or event management, communications) 
- At least five years of relevant experience 
- Superior command of Microsoft Office 
- Personnel and project management skills and experience 
- Excellent organizational and teamwork skills 
- Proficiency in English or French spelling and grammar and a very good understanding of the other official language 

of Canada 
- Good administrative writing skil ls 
- Good understanding of First Nations schools and the specific characteristics of education in First Nations 

communities in Quebec is considered an asset  
- Familiarity with accounting software is considered an asset  
 

Working conditions 
We offer competitive working conditions: group insurance, pension fund, Christmas holidays, flexible cultural 
holidays, three weeks’ annual vacation, sick leave, telework, work schedule options, summer schedule, etc.  
 
 

 

Administrative services coordinator 
 THE FNEC: A KEY PARTNER IN THE EDUCATIONAL SUCCESS 

OF FIRST NATIONS 

At the FNEC, we support First Nations communities in the implementation of a full education system that  

respects their culture, values and identity. We take pride in being part of quality education development  

under complete First Nations jurisdiction in a spirit of collaboration, respect, sharing and commitment.  

The FNEC is a welcoming, and inspiring working environment at the leading edge of technology where  

innovation is highly valued. Our team of professionals is  receptive to the needs of our member 

communities, and successfully meets challenges with perseverance, creativity and a steadfast dedication  

to the organization’s mission.  

 

 

 

 

 

 
 
 
 

Application deadline: 4:00 p.m. October 23, 2020 Date limite pour postuler : 23 octobre 2020, 16 h 

To ensure services meeting the needs of member communities are provided by qualified staff representative of the 
population it serves, the FNEC promotes staffing in the following order: 1) FNEC employees, 2) First Nations members 

from FNEC-member communities, 3) members of other First Nations, 4) Indigenous peoples, 5) other applicants.  

Afin de fournir des services qui répondent aux besoins de ses  communautés membres par des gens compétents et 
représentatifs de la population qu’il dessert, le CEPN favorise l’embauche des groupes désignés dans l’ordre suivant :  

1) employés du CEPN, 2) membres d’une Première Nation dont la communauté est membre du C EPN, 3) membres d’une 
autre Première Nation, 4) membres d’un peuple autochtone, 5) autres. 

Please send your application by mail, email or fax to the FNEC at:  

95 Rue de l’Ours, Wendake, Quebec G0A 4V0  

Email: ressourceshumaines@cepn-fnec.com Fax: 418-842-9988 

For the complete job description, call us at 418 -842-7672 or email us at the above address.  

We thank all applicants for their interest, but only candidates selected for an interview will be contacted.  

Pour postuler, veuillez faire parvenir votre candidature par la poste, par courriel ou par télécopieur à :  
Conseil en Éducation des Premières Nations, 95, rue de l’Ours, Wendake (Québec) G0A 4V0  

Courriel : ressourceshumaines@cepn-fnec.com Télécopieur : 418-842-9988 

Pour obtenir la description d’emploi complète, n’hésitez pas à nous appeler au 418-842-7672 ou à nous écrire. Le 
générique masculin est utilisé sans discrimination et uniquement dans le but d'alléger le texte.  

Nous remercions toutes les personnes ayant manifesté un intérêt pour ce poste et communiquerons qu’avec les 
personnes retenues. 

TO SEE MORE JOB OFFERS FROM THE FNEC AND OTHER FIRST NATIONS ORGANIZATIONS, VISIT OUR  JOB 
BANK AT ge.cepn-fnec.com 

POUR VOIR TOUTES LES OFFRES AFFICHÉES PAR LE CEPN OU D’AUTRES ORGANISATIONS DU MILIEU, 
CONSULTEZ NOTRE GUICHET D’EMPLOIS (ge.cepn-fnec.com) 
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