
OPPORTUNITY INFORMATION             

Opportunity Name:              

 

Position Type:    internship (paid)   permanent (paid) practicum (unpaid) 

Job Location:    in office    on site   virtual / remote 

Senakw Project Specific:     yes    no  

Vehicle Required:   yes    no 

 

Opportunity Length (initial period):            

Anticipated Start Date:              

Hours of Work:       Compensation Range (hourly):     

Opportunity Description:  

 

 
Required Qualifications:  

 

 
Other Skills + Abilities (an asset, but not required): 

 

 
Future Career Outcomes / Pathways: 

 
 

 


	undefined#2: Junior Administrator 
	Opportunity Length initial period 1#2: 6 Months
	Opportunity Length initial period 2#2: Spring 2024
	Opportunity Length initial period 3#2: 24 hours/week
	Compensation Range hourly#2: $24.08/hour
	Opportunity Description#2: Nemetz (S/A) & Associates Ltd. is looking for a dedicated Junior Administrator to join our Senakw Team.  This individual would be responsible to work with our Lead Designers and Administrative Team to provide administrative support. You will have the opportunity to apply your knowledge and skill in supportive and friendly environment and be part of a dynamic team.    
Some of your Junior Administrative responsibilities will be:
- Diarize documentation and develop a guide for future projects 
- Develop a standards and guides to use toward future First Nations Land Developments
- Complete Letters, Meeting Minutes, Notes and Schedules

	Required Qualifications#2: 1 year of Past Administrative Experience
Strong Communication and Organizational Skills
Excellent proficiency in Microsoft Office Suites (Word, Outlook, Excel) 
Ability to meet tight deadlines 
	Other Skills  Abilities an asset but not required#2: Currently enrolled or Graduated from Administrative Course

	Future Career Outcomes  Pathways#2: Senior Administrative Assistant
Senior Administrator
Executive Administrative Assistant
Executive Administrator
Management
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