      [image: Logo, company name

Description automatically generated]Sub office (Whitefish Bay)
General delivery, Lac Seul, Ontario P0V 2A0
Telephone: (807) 582-3228  
Fax: (807) 582-3839
Sub office (Frenchman’s Head)
P.O. Box 100, Hudson, Ontario P0V 1X0
Telephone: (807) 582-3503  
Fax: (807) 582-3449
No. 28 (Kejick Bay)
General delivery, Lac Seul, Ontario P0V 2A0
Telephone: (807) 582-3211  
Fax: (807) 582-3493






 

EMPLOYMENT OPPORTUNITY

Tenant Relations Officer

Summary: 

Lac Seul First Nation is seeking a motivated and professional Tenant Relations Officer to join the Kenawind Housing Department. The Tenant Relations Officer will serve as a key point of contact between tenants and the Housing Department, supporting tenant communication, housing records management, tenant agreements, rent and arrears follow-up, housing applications, and housing-related inquiries.

The successful candidate will work closely with tenants throughout the communities of Frenchman’s Head, Kejick Bay, and Whitefish Bay to promote positive tenant relations, support fair and consistent application of housing policies, and assist community members in navigating housing programs and services.

Key Responsibilities
· Act as a primary contact for tenants regarding housing-related inquiries, concerns, forms, notices, and appointments.
· Maintain accurate and confidential tenant files, housing records, applications, and occupancy information.
· Assist with tenant agreements, lease documents, move-in and move-out documentation, inspections, and key records.
· Support rent collection and arrears follow-up, including payment arrangements and tenant communication.
· Assist tenants in understanding housing policies, rent responsibilities, maintenance procedures, and tenant expectations.
· Support housing applicants with completing applications and gathering required documentation.
· Document tenant concerns, complaints, follow-up actions, and communications.
· Maintain spreadsheets, tracking logs, reports, and other administrative records.
· Assist with housing program communication, including rent-to-own and homeownership initiatives.
· Perform other related duties as assigned.

Qualifications:
· Diploma or Certificate in Office Administration, Social Services, Housing Administration, or a related field is preferred.
· An equivalent combination of education, training, and relevant work experience may be considered.
· Minimum two (2) years of experience in administration, housing, tenant relations, social services, or community-based service delivery is preferred.
· Experience working within a First Nation community or housing program is considered an asset.
· Experience maintaining confidential records and client files is preferred.
· Valid Ontario Driver’s Licence and access to a reliable vehicle.
· Ability to travel between Lac Seul First Nation communities as required.

Knowledge, Skills & Abilities
· Strong communication and interpersonal skills.
· Ability to work respectfully with tenants, community members, leadership, and staff.
· Strong organizational skills and attention to detail.
· Ability to maintain confidentiality and handle sensitive information professionally.
· Proficiency in Microsoft Word, Excel, Outlook, and general office systems.
· Strong problem-solving and conflict-resolution skills.
· Ability to prepare correspondence, reports, notices, and file documentation.
· Knowledge of First Nation communities, culture, and housing programs is an asset.
· Knowledge of CMHC, Band Housing, Kenawind Housing, rent-to-own programs, or housing administration is an asset.
· Ability to speak or understand Ojibway is considered an asset.


Location:      Lac Seul First Nation
Rate:	          Wages start at $31.35/hour *based on qualifications and experience. 
Term:            Permanent, Full-Time
Hours:           35 hours per week 
Closing:         Open Until Filled

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


	Please submit a cover letter along with a resume, and written permission for LSFN People & Culture Department to contact two employment references (most recent supervisors) must be provided.  Applications can be mailed, faxed, emailed, or delivered to:
	Lac Seul First Nation
Attention: C/o PC 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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