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EMPLOYMENT OPPORTUNITY
Administrative Support Clerk 

Summary:
Lac Seul First Nation is seeking a dedicated and organized Administrative Support Clerk to join the Administration Department located in Kejick Bay

Under the direction of the Executive Assistant to Senior Management, the Administrative Support Clerk provides essential administrative and clerical support to ensure the efficient day-to-day operations of the office. This role supports leadership, staff, and community members while maintaining effective communication and supporting service delivery within the Lac Seul First Nation community.

Key Responsibilities

Administrative Support
· Perform general office duties including answering phones, responding to emails, and greeting visitors.
· Prepare, format, and distribute correspondence, reports, and other documents.
· Schedule and coordinate meetings, appointments, and events.
· Prepare agendas and take meeting minutes when required.
· Provide administrative support to Chief and Council, the Executive Assistant, and Band Office staff.

Office Management
· Maintain organized digital and physical filing systems.
· Order office supplies and ensure the office environment is maintained.
· Assist in implementing office procedures and protocols.

Financial and Data Support
· Support financial administration such as processing invoices and tracking expenses.
· Maintain accurate records and databases while ensuring confidentiality.
· Prepare reports and summaries as requested by leadership.

Community Engagement
· Serve as a point of contact for community members.
· Assist in coordinating community programs, services, and events.
· Ensure respectful and culturally sensitive communication with community members and stakeholders.

Qualifications

· High school diploma required; post-secondary education in Business Administration or a related field is an asset.
· Minimum 1–2 years of administrative or clerical experience preferred.
· Supervisory experience is considered an asset.
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook).
· Knowledge of general office practices and administrative procedures.
· Strong communication, organizational, and time-management skills.
· Ability to maintain a high level of confidentiality.
· Speaking Ojibway is an asset.
· Experience working with Indigenous communities or organizations is considered an asset.
· Must provide a current Criminal Record Check
· Must have a valid driver’s license and reliable transportation

Working Conditions

· Office-based role with standard working hours.
· May be required to assist with postal operations and community services.
· Occasional overtime may be required during workshops, conferences, or special events.
· Must be flexible and able to manage shifting priorities and frequent interruptions.

*LSFN offers great competitive wages, vacation, additional time off during Christmas Break and March Break, as well as great benefits*

Location:	Kejick Bay, ON
Term:		Permanent, Full-time
Rate:	Wages start at $25.91 per hour *Based on experience and qualifications
Hours:		8:30 a.m. – 4:30 p.m., 35hrs/week
Closing:	Open Until Filled

	Please submit a cover letter along with a resume, and written permission for LSFN Human Resources to contact two employment references, (most recent supervisors) must be provided.  Applications can be mailed, faxed, emailed, or delivered to:
	Lac Seul First Nation 
Frenchman’s Head Band Office
Attention: C/o HR Dept. 
P.O. Box 100
Hudson, ON.  P0V 1X0
Fax #: (807) 582-3585 
Email: resumes@lacseulfn.org 



Lac Seul First Nation requires Criminal Reference Checks for those offered positions.  We thank all applicants, however, only those being offered an interview will be contacted.

Preferential Hiring Policy: Lac Seul First Nation band members will be given priority for hiring, followed by indigenous persons who are non-LSFN band members. Where there are no suitably qualified indigenous persons available for a position, the most suitably qualified non-indigenous candidate will be hired.
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