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Employment Opportunity
RIRSD Administrative Support Assistant
Full Time – Term 2 Years with possibly extension
Winnipeg, MB
POSITION OVERVIEW
Under the direction of the RIRSD Governance Advisor, the Administrative Support Assistant will play a key role in supporting the Governance Advisor and the RIRSD Project Team. This position ensures smooth coordination of administrative operations, document management, communication flow, and logistical support associated with advancing governance, self-government, and Grand Council development work across SKY Nations.
The ideal candidate is organized, detail-oriented, proactive, and comfortable working in a fast-paced environment that involves engagement with leadership, government partners, and multiple First Nations communities.
ROLES AND RESPONSIBILITIES
· Administrative & Executive Support
· Document Preparation & Management
· Communications & Coordination
· Project Support & Tracking
· Relationship & Stakeholder Support
· Confidentiality & Professionalism
QUALIFICATIONS (Recommended for Administrative Support Role)
· Certificate or diploma in Office Administration, Business Administration, Public Administration, or a related field.
· Minimum 1–2 years of administrative, executive assistant, or project support experience.
· Strong organizational and time-management skills with the ability to multitask and prioritize effectively.
· Excellent written and verbal communication skills.
· Proficiency in digital tools and Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).
· Experience working with First Nations organizations or Indigenous governance is an asset.
· Ability to work independently with minimal supervision.
· Strong interpersonal skills and ability to work respectfully in multi-level environments.
· Valid driver’s licence and willingness to travel to northern communities as needed.
· Criminal Record Check and (if required) Child Abuse Registry/Clearances.
All interested applicants must hand in a detailed resume, including at least two references, one being your latest immediate supervisor should be submitted to:
Lisa Beardy, Office Manager
Keewatin Tribal Council Inc.
23 Nickel Road
Thompson, Manitoba
R8N 0L6
Fax No.: 204-677-0256
Email address: LBeardy@ktc.ca
Closing date: March 31, 2026
We would like to thank those that apply for these positions, but only those being considered for an interview will be contacted.  For further information or a full job description, contact Lisa Beardy, Office Manager.
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