
 

 
EMPLOYMENT OPPORTUNITY 

Administrative Assistant 
Jordan’s Principle & Post Majority Support Services 

Full Time Location: Winnipeg, MB 
 

Manitoba Keewatinowi Okimakanak Inc. (MKO) is seeking a highly organized and detail-oriented 
Administrative Assistant to join our team. The ideal candidate will provide essential support to ensure the 
smooth operation of our office. Responsibilities include managing schedules, coordinating meetings, 
handling correspondence and maintaining filing systems. The Administrative Assistant will also assist with 
various administrative tasks, contribute to project management and serve as a point of contact for internal 
and external stakeholders. Strong communication skills, proficiency in office software and the ability to 
multitask in a fast-paced environment are essential for success in this role. If you are proactive, adaptable 
and committed to delivering exceptional support, we encourage you to apply. 
 
Roles and Responsibilities  
 
• Manage and maintain executive schedules, including appointments, meetings, and travel 

arrangements. 
• Prepare and organize documents, reports, and presentations for meetings and projects. 
• Handle incoming and outgoing correspondence, including emails, phone calls, and mail. 
• Maintain filing systems, both electronic and physical, ensuring documents are organized and easily 

accessible. 
• Assist in the preparation of budgets and financial reports, as well as track expenses. 
• Coordinate office activities and events, including meetings, conferences, and team-building activities. 
• Support project management by tracking deadlines, deliverables, and progress updates. 
• Serve as a point of contact for internal and external stakeholders, addressing inquiries and providing 

information as needed. 
• Assist with onboarding new employees and maintaining employee records. 
• Ensure office supplies are stocked and manage inventory as needed. 
• Additional duties as assigned. 

Education and Experience  
 

• High school diploma or equivalent required; associate or bachelor’s degree in business administration 
or a related field preferred. 

• Proven experience as an administrative assistant or in a similar role, typically 1-3 years. 
• Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) and familiarity with office 

management software. 
• Experience with scheduling and calendar management, as well as handling correspondence and 

documentation. 
• Knowledge of basic accounting principles and experience with invoicing or budgeting is a plus. 
• Strong organizational skills and attention to detail, with the ability to prioritize tasks effectively. 
• Excellent verbal and written communication skills. 
• Ability to work independently and collaboratively in a team environment. 
• Must possess a valid driver’s license and be willing to travel, with access to a reliable vehicle 
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• Must be able to obtain a satisfactory Criminal Record Check (including Vulnerable Sector Search), a 
satisfactory Child Abuse Registry Check and a satisfactory Adult Abuse Registry Check upon hiring.  

• A sensitivity and understanding of culture, language and issues relevant to Indigenous communities. 

Salary is dependant upon qualifications and experience 
Interested applicants are invited to submit their cover letter identifying the position applying for and resume, along with 3 

professional reference listings (include a most recent employer reference) by 4:00 p.m. on November 28, 2024 to: 
 

Human Resources at employment@mkonorth.com 
 

We thank all who apply and advise that only those selected for further consideration will be contacted. Preference will be 
given to qualified First Nations applicants; applicants are encouraged to self-declare in their resume or cover letter.  No 

phone calls will be accepted. 
 

Incorporated in 1981 as the Manitoba Keewatinowi Okimakanak (MKO). MKO is a non-profit, political advocacy organization 
that provides a collective voice on issues of inherent, Treaty, Indigenous, and human rights for citizens of the 26 sovereign 

First Nations we represent. The MKO First Nations are signatory to Treaties 4, 5, 6, and 10. 
 

Please visit our website at mkonation.com 
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