First Nations Education Steering Committee

Post-Secondary Program Officer

Summary of Position
This individual will provide support to First Nations communities in the area of post-secondary education, liaising with communities on issues of post-secondary education in consultation with the Director, PSE and Training and Executive Director. The Officer will liaise and report with other stakeholders such as the federal and provincial governments, and deliver post-secondary education workshops and presentations to communities. The Officer will also provide technical support to the Post-Secondary Subcommittee, and the Indian Studies Support Program (ISSP) Committee. Such support will involve overseeing all administration, including meeting arrangements, reports, meeting minutes, membership, meeting kits, correspondence, website updates and briefing notes. 
Duties and Responsibilities
Our Post-Secondary Program Officer will….

· Provide Community Support through the Post-Secondary Education Help Line: Responding to community inquiries regarding the PSSSP policies and reporting common issues to the Director and Executive Director.  Supporting and conducting community consultations, workshops and presentations as required regarding the Post-Secondary Student Support program.

· Assisting with the INAC Post-Secondary Student Support Program Allocation and Compiling Statistics: Providing direct support to assist communities in participating in the federal government’s post-secondary funding allocation methodology; acting as a central resource for queries on funding allocations and assisting First Nations communities with their applications. Facilitating information meetings in First Nations communities regarding post-secondary education compliance reviews. Assist and follow-up with First Nations communities to enhance data collection efforts.

· Education Coordinators Program: Providing support in the implementation of the Education Coordinators Program, including working with the Education Coordinator Advisory Committee and Nicola Valley Institute of Technology to promote the program to the communities, provide travel and registration support to students and seek continued funding for the program.

· Support to the Post-Secondary Subcommittee: Providing administrative support, undertaking activities and initiatives and coordinating the Committee meetings, projects and initiatives.

· Support to the Indian Studies Support Committee: Providing administrative support to the ISSP Committee to ensure all ISSP allocations are met, undertaking activities and initiatives, coordinating Committee meetings, and, under direction, liaising with INAC regarding the ISSP Allocation, IAHLA institutes and communities.

· Policy and Research: Assisting with relevant research to inform post-secondary programming in British Columbia. 

Who we are looking for…
· An individual with an undergraduate degree in relevant program area; 

· Three to five years of progressive work experience in mid-level administrative position, preferably working within the educational field; Knowledge of First Nations post-secondary institutes an asset;
· An understanding of First Nations history and culture and First Nations education specifically, including challenges and strengths; 
· Exceptional Microsoft computer skills (Word, Excel, PowerPoint, Outlook);

· Proven administrative skills in order to handle multi-functions from multiple individuals; Must possess excellent communication skills, both written and verbal, in order to prepare responses, prepare reports, recommendations, meeting minutes, design and develop programs and maintain communication; 

· Prepare reports, presentations, process invoices and expense reports, draft correspondence/communications, manage calendars, etc. with speed and accuracy;
· An ability to develop and maintain effective working relationships with Board members, support organizations, staff, public, public officials and their staff;

· Dependability, flexibility, and reliability;

· An ability to work independently and as part of a team;

· An ability to coordinate several different tasks, and work within a busy work environment;

· Valid driver’s license; and
· Satisfactory criminal records check.
Hours:
This is a full-time position, 35 hours per week. Some travel and overtime will be required and there is a possibility of work on weekends or during the evenings. 

Location: FNESC Office, West Vancouver, BC. Travel required.
Our Benefits
· Come work with a dedicated, fun and collaborative team that is working to improve education for all First Nations learners in British Columbia. 

· Competitive pay with a very generous annual leave package
· Excellent health and pension plan
How to apply

Please submit a cover letter and resume by February 12, 2012 to:

hr@fnesc.ca 

With the position title in the subject line. 

Or

First Nations Education Steering Committee

113-100 Park Royal South

West Vancouver, BC V7T 1A2
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