
JOB POSTING 

Halalt First Nation 

Lands and Resources Department  

Administrative Coordinator 

 

Application Deadline: September 11, 2020 

Halalt First Nation is seeking an experienced and well-organized individual to take on the role of 

Administrative Coordinator within our Lands and Resources Department. 

Halalt First Nation is a small Indigenous community located 15 minutes north of Duncan, BC, with a 

traditional territory encompassing mid-Vancouver Island, the Salish Sea, and the Fraser River area. The 

Lands and Resources Department is seeking an individual with administrative and financial experience to 

take on a key role and become an integral part of a strong and passionate team. The final job description 

will be tailored to the skills and experience of the successful applicant, however we are seeking 

someone who can provide a combination of grant writing, bookkeeping, financial reporting, budgeting, 

work planning, and strategic planning.  

The successful applicant will be asked to demonstrate a combination of skills and experience related to 

managing the finances and assisting with the strategic goals of the Lands Department. A combination of 

experience and qualifications in accounting, strategic planning, and grant writing are required. 

Additional experience with human resources and payroll is an asset, as is previous experience with the 

Zyntax accounting system. Please note that Halalt First Nation will consider a variety of combinations of 

the skills and experience below: 

 Financial Management: Halalt First Nation’s Lands and Resources Department operates within a 

complex funding landscape that includes a wide variety of financial agreements with federal and 

provincial government as well as private organizations. These numerous agreements are unique 

in their reporting requirements, eligible expenditures, and deliverables. The successful applicant 

must be well organized and capable of managing this complexity. Tracking budget expenditures 

and funding agreements will be critical. 

 

 Project Management: This position will involve organizing budgets and work plans, drafting 

annual reports, locating and applying for additional funding, and reporting progress to the 

Department and to Chief and Council. Ability to firmly prioritize tasks is essential. 

 

 Strategic Planning:  The Halalt Lands and Resources Department strives to apply financial and 

human resources in the most effective way possible to meet the community’s needs regarding 

governance of the traditional territory, consultation with major projects, and negotiation of 



Treaty.  Previous experience working in an Indigenous Administration and coordinating with 

leadership is an asset. 

 

 Human Resources and Change Management: The Halalt First Nation Lands and Resources 

Department is a highly motivated and well integrated group of self-directed technical experts 

that is growing in the face of increasing recognition of Indigenous Rights. Experience with the 

hiring process and supporting staff in their unique roles is an asset. 

Position Details: This is an annual employment contract position that will start at 5 days a week; salary 

will be competitive and commensurate with experience; responsibilities and job description will be 

reviewed based on the successful candidate’s strengths. Usually, the Lands and Resources Department 

would require a certain amount of time spent in-office with increased flexibility available after an initial 

3 month probationary period. Due to COVID-19 precautions, we will work with the successful applicant 

to determine an agreeable and safe work agreement that will be reviewed as time passes; however, 

please note that a certain degree of in-office time is still likely a requirement due to the nature of the 

job. Room for advancement and professional development may be available throughout the term of the 

contract. Halalt First Nation intends to build this opportunity into a long-term position, and we are 

looking for an applicant who is interested in a long-term relationship with our organization and 

community members.   

If you are comfortable doing so, please indicate on your application if you are a member of an 

Indigenous community.   

Please send your Cover Letter, CV, and contact information for two references, and any inquiries, to:  

Halalt First Nation 

Attn: Caitlin Kenny 

7973 Chemainus Road, Chemainus, BC 

Caitlin@ckennyconsulting.com 

250-246-4736 ext. 111 

Do feel free to contact us  with any questions you have about this position or the process. Applicants 

invited to the second stage of our hiring process will be contacted by September 18, 2020.   

mailto:Caitlin@ckennyconsulting.com

