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Canada’s fastest growing Indigenous career portal, Careers.Indigenous.Link is
pleased to introduce a new approach to job searching for Indigenous Job Seekers of
Canada. Careers.Indigenous.Link brings simplicity, value, and functionality to the
world of Canadian online job boards.

Through our partnership with Indigenous.Links Diversity Recruitment Program, we
post jobs for Canada’s largest corporations and government departments. With our
vertical job search engine technology, Indigenous Job Seekers can search thousands
of Indigenous-specific jobs in just about every industry, city, province and postal code.

Careers.Indigenous.Link offers the hottest job listings from some of the nation’s top
employers, and we will continue to add services and enhance functionality ensuring a
more effective job search. For example, during a search, job seekers have the ability
to roll over any job listing and read a brief description of the position to determine if
the job is exactly what they’re searching for. This practical feature allows job seekers
to only research jobs relevant to their search. By including elements like this,
Careers.Indigenous.Link can help reduce the time it takes to find and apply for the
best, available jobs.

The team behind Indigenous.Link is dedicated to connecting Indigenous Peoples of
Canada with great jobs along with the most time and cost-effective, career-advancing
resources. It is our mission to develop and maintain a website where people can go to
work!

Contact us to find out more about how to become a Site Sponsor.
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Job Board Posting
Date Printed: 2024/03/29

Indigenous Engagement Administrator

Job ID 5D-24-3C-A5-68-62
Web Address
https://careers.indigenous.link/viewjob?jobname=5D-24-3C-A5-68-62
Company Chartered Professional Accountants Of British Columbia
Location Vancouver, British Columbia
Date Posted From:  2021-06-14 To:  2021-12-11
Job Type:  Full-time Category:  Office
Job Start Date July 2021
Languages English

Description
The Chartered Professional Accountants of British Columbia (CPABC) is seeking a highly organized
individual with an extensive, proven Executive Assistant background for the Indigenous
Engagement Administrator role. 
Are you a driven leader who excels with the coordination of calendars, meetings, documentation,
event planning, all while acting as a liaison between your team and internal/external stakeholders If
so, this might be the role for you. Our team needs someone who thrives in a fast paced environment
and can be fully accountable for the administrative support for this team. 
This position is full time remote, with the ability to work remotely from anywhere in BC.
We are proudly recognized as one of BCâ€™s Top Employers for 2021. Come join a collaborative
network of like-minded professionals and take the first step towards an exciting opportunity by
applying to the position.
For more information on CPABCâ€™s Indigenous Strategy and our continued efforts with respect to
Diversity, Equity and Inclusion, please see our recent article in our InFocus Magazine.
Job Summary
Reporting to the Director, Interdepartmental New Initiatives, the Indigenous Engagement
Administrator is responsible for providing senior executive administrative support to the
Interdepartmental New Initiatives department, with a specific focus on supporting the development
and expansion of the Indigenous Program This includes being a key contributor and driving force
behind the successful implementation of pilot programs and various initiatives, while managing team
timelines, deadlines, and deliverables.
Key Responsibilities:
â€¢ Liaise with a variety of internal and external stakeholders, including our members and
employees, local schools, government agencies and partner organizations;
â€¢ Schedule meetings within the department and with external stakeholders; coordinating
schedules and availability as necessary;
â€¢ Take meeting minutes, summarizing at a high level what was discussed, decisions made,
action items agreed to, timeline and parties responsible;



â€¢ Distribute meeting notes to appropriate parties, keeping track of action items and following-up
with the appropriate parties as necessary;
â€¢ Maintain project timelines and collaborate with the Director to ensure projects are on track while
contributing ideas and support;
â€¢ Assist with departmental reporting, including reviewing and proofreading reports for accuracy
and consistency;
â€¢ Maintain department documentation, regularly updating and revising as required; in particular,
keeping regular maintenance of the Consultation Record;
â€¢ Create, review and revise PowerPoint presentations, working with internal Communications
team to ensure appropriate branding and imaging is used;
â€¢ Develop a network of relationships with allied agencies, communities and entities;
â€¢ Track and coordinate assigned projects and provide regular status reports, including follow-up,
as required;
â€¢ Coordinate events, tracking applications and attendees, sending event materials out ahead of
time and gathering feedback afterwards; and
â€¢ Other duties and responsibilities as assigned from time to time.
Key Requirements: 
â€¢ Three (3) plus years of experience in a senior administrative and coordination capacity;
â€¢ Excellent interpersonal, communication and presentation skills, both verbally and written;
â€¢ Proven self-starter with a high degree of initiative and the ability to see projects through to
culmination;
â€¢ Ability to work collaboratively as a key member of a team and independently with minimum
supervision;
â€¢ High degree of tact, professionalism and confidentiality;
â€¢ Attention to detail, refined organizational and time management skills and the ability to
multi-task;
â€¢ Intermediate proficiency with MS Office, in particular Word, Excel, PowerPoint and Outlook;
â€¢ Proven ability to prioritize competing requirements and deadlines under pressure;
â€¢ Ability to travel up to 15% of the time; including occasional travel to the CPABC office and
communities for meetings.
Preferred Experience:
â€¢ Previous experience working in, on or with an Indigenous community, specifically British
Columbia Indigenous communities, would be beneficial;
â€¢ Proven ability to foster understanding and engage with a variety of Indigenous Peoples and
communities, with a particular focus on relationship-building, is preferred;
â€¢ An interest and passion for Indigenous studies, including prior experience researching and
analyzing relevant topics and subjects, would be an asset.
Location: Our head office is located in downtown Vancouver, BC. There is an opportunity for this
role to work remotely from your own community within BC. Your preferred work arrangement will be
discussed during the interview process.
Our Indigenous Engagement Initiative is one of CPABCâ€™s key strategic objectives. As such, we
strongly encourage applicants who identify as Indigenous Canadian (First Nations, MÃ©tis, Inuit) to
apply.
Work Environment



Remote Work from Home (permanently) in your Community. 
Other
Why join our team CPABC offers an entrepreneurial environment with a competitive compensation,
benefits package and opportunities for advancement. At CPABC we live our core values:
â€¢ We Are Open
â€¢ We Work Together
â€¢ We Communicate
â€¢ We Improve Every Day
â€¢ We Are Professional
â€¢ We Laugh and Celebrate
About CPABC
The Chartered Professional Accountants of British Columbia (CPABC) is the training, governing,
and regulatory body for over 38,000 CPA members and 6,000 CPA students. CPABC carries out its
primary mission to protect the public by enforcing the highest professional and ethical standards and
contributing to the advancement of public policy. CPAs are recognized internationally for bringing
superior financial expertise, strategic thinking, business insight, and leadership to organizations.
CPABC was presented with a BC Top Employer award for 2020 and 2021.
How to Apply
If this job outline describes you, please email your rÃ©sumÃ© and cover letter to
HRCPABC@bccpa.ca. This post will remain open until filled. All qualified applicants are encouraged
to apply and we thank in advance all candidates who respond; however, only those selected for
interviews will be contacted.


