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Employment Opportunity
Winnipeg Sub-Office
FULL TIME RECEPTION
Under the direction of the Special Projects Coordinator, the Administrative Assistant serves as the first point of contact for visitors, clients, and staff, playing a critical role in ensuring smooth communication and efficient administrative operations. This position is responsible for answering phone calls, managing incoming and outgoing mail, and maintaining a welcoming environment at the front desk.
Key Responsibilities
· Answer and direct incoming phone calls to the appropriate departments or individuals. Provide basic information about the organization when required.
· Manage voicemail messages and ensure timely responses to inquiries. Address client frustrations tactfully when calls are redirected.
· Maintain a professional and welcoming demeanor when greeting visitors, ensuring they are directed to the appropriate person or area.
· Assist with scheduling appointments and maintaining contact lists for organizational communication.
· Record and track all incoming and outgoing mail, ensuring proper documentation for future reference.
· Ensure timely delivery of incoming mail to the correct recipients and prepare outgoing mail for dispatch.
· Assist with general office tasks, including maintaining records, ordering office supplies, and ensuring the reception area is organized and presentable.
· Provide support to other administrative staff or departments when needed, including basic data entry or document preparation.

Qualifications
· Must have High School Diploma or equivalent is required 
· Previous experience in a receptionist, administrative assistant, or customer service role is preferred but not required.
· Strong organizational skills with attention to detail, particularly in tracking and managing mail processes.
· Excellent communication and interpersonal skills for handling inquiries and building rapport with clients and visitors.
· Proficiency in using office tools such as Microsoft Word, Excel, and standard office equipment.
· Basic knowledge of Indigenous cultural practices and the ability to demonstrate cultural sensitivity when interacting with clients is an asset.

A written application with a detailed resume, including at least two references with written
permission to contact the references and your latest immediate supervisor, should be submitted to:
Lisa Beardy, Office Manager Keewatin Tribal Council Inc.
23 Nickel Road
Thompson, Manitoba, R8N 0Y4
Fax: (204) 677- 0256
Email: LBeardy@ktc.ca
Applications will be accepted until position is filled.  We wish to thank those that apply for this position but only those selected for an interview will be contacted.
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