
EMPLOYMENT OPPORTUNITY                                           Southeast Child & Family Services 
 
 

   
 Berens River   Black River   Bloodvein   Brokenhead   Hollow Water   Little Grand Rapids   Pauingassi   Poplar River 

Job Postings can be viewed at:   www.southeastcfs .org  

 

 

C o m p e t i t io n  N o .  20 18–0 21 2  
Internal Posting  P o s i t io n :  CULT URAL  ASS IST ANT   

C la s s i f i c a t io n :  $4 4 , 12 2 . 05  –  $ 50 ,2 79 .0 4  
External Posting 

 C o n d i t io n s :  Fu l l - t ime ,  Non -un ion iz ed  p osi t ion   

D e p a r tm e n t :  Cul tu r a l  Depar tm ent  

L o c a t io n :  360 Broadway Avenue (and various community locations) 
Permanent  D a te  P o s te d :  Apr i l  27 ,  20 18  

C lo s in g  D a te :  4:00  p .m .  on  Ma y 1 1 ,  20 1 8  
Term   H o w  to  a p p ly :  Email:  tam ara .c ard ina l @s ec fs .o rg   Fax:  (204) 947 – 0009 

 

Forward your resume (with references) and cover letter stating clearly how you meet the qualifications stated in this job posting. Please cite the competition 
number and position in the subject line when submitting by email or fax.   
 
Preference will first be awarded to: qualified Aboriginal candidates (First Nations, Inuit or Metis) and Southeast community members meeting the position 
requirements.  We thank all who apply, however, only those candidates selected for an interview will be contacted.   
                                                                                                                                                        
Southeast Child & Family Services (SECFS) provides a full range of services under the CFS Act, CFS Authorities Act and the Adoptions Act, with the 
primary responsibility to provide culturally appropriate services to both on and off reserve families and children who have a legal and cultural-affiliation with 
the First Nation communities served by SECFS. 
 
 

 

REPOR TI NG:   The incumbent will be under the direction of the Cultural Coordinator. 
 

POSI TIO N SUMM ARY:   The incumbent is responsible for providing administrative and clerical services to the Cultural Coordinator. Providing these 

services in an effective and efficient manner will ensure that unit’s operations are maintained.   
 

DUT IES  AND RESPONSIBIL I T IE S:  
 

C le r i c a l  

 Answering telephone calls; 

 Processing unit daily mail; sort, process, and route incoming 

mail; maintain a log of all incoming and outgoing mail; 

 Perform clerical duties; 

 Schedule and confirm appointments ; 

 Maintain and update filing; label, copy and retrieve documents; 

 Word processing of reports, forms, correspondence, etc.; 

 Processing of invoices for third party service providers; 

 Operates fax, photocopier, computer, shredder, etc.; 

 Assist with typing, filing, photocopying; 

 Maintains the unit’s attendance record; 

 

C u l tu ra l  

 Liaison with Elders and Cultural supports; 

 Willing to attend Anishinaabe ceremonies or cultural activities; 

 Assist in transportation of children and youth to cultural 

activities; 

 Order and maintain inventory of office and cultural supplies; 

 Assist in the program development and delivery; 

 Other duties as assigned by the Cultural Coordinator. 

 
 

 
QU ALI FIC ATIO NS:  
 

C o n d i t io n s  o f  E m p lo y m e n t  

 Must be legally entitled to work in Canada; 

 Satisfactory Criminal Records Check, Prior Contact Check, 

Child Abuse, Adult Abuse Registry checks are a requirement of 

all SECFS positions. 

 Position requires candidate to be able to work within Winnipeg 

and surrounding areas and travel to the communities SECFS 

services. 

 Must possess a class 5 driver’s license and vehicle. 

 Have or be willing to obtain a class 4 driver’s license. 
 

E s s e n t i a l  C r i t e r i a  

 Intermediate proficiency in MS Word, Excel, and Outlook Express. 

 Demonstrated ability to work independently as well as part of a team. 

 Have excellent oral and written communication skills. 

 Knowledge of the Anishinaabe culture, worldview and traditions. 

 

http://www.southeastcfs.org/employment.html
mailto:tamara.cardinal@secfs.org

