Employment Opportunity
Trust Office Manger
Posting date: Monday, December 19, 2011

Fishing Lake 1907 Surrender Trust requires the services of a Trust Office Manager to administer the trust office on behalf of the board of trustees. Competition is open to an on and off reserve band members.

Primary Functions and Duties include but not limited to:
The Trust Office Manager is responsible for the office administration and working with all Fishing Lake First Nation band members on the trust business inquires.

· The Trust Office Manager will work with the Fishing Lake First Nation Land Manager Trainee in the administration of Fishing Lake 1907 Surrender Trust properties
· Act as Liaison/ Contact person between the Trustees, Chief and Council, Financial Institute,
Investment firm, Auditor, and other business associates.
· Prepare accurate and timely monthly reporting on trust office activities.
· Maintenance of records for the Fishing Lake 1907 Surrender Trust.
· Prepare monthly kits for the board of trustees
· Handling inquiries from band members of Fishing Lake First Nation.

Qualifications and Attributes

· A university education or certificate/diploma from a recognized educational institution in
Business Administration is desirable.  A combination of relevant education and work experience may be considered.
· Experience working with First Nation governments.
· Direct work experience in office administration.
· Must have knowledge and understanding of Fishing Lake First Nation 1907 Surrender Trust Agreement.
· Must be computer literate and comfortable working with computer software.
· Excellent oral and written communication skills, able to express oneself clearly.
· Consistently motivated to perform work assignments with attention to detail.
· Demonstrate interests in seeking out new approaches tools, methods to conduct business.
· Willing to travel for operational requirements and possession of a Valid Driver’s license.
· Salary is negotiable based on education and experience.
· A CPIC is required for the Trust Office Manager Position 

Note: Expenses associated to the applying for the Trust Office Manager is the responsibility of the applicant. 

Application to include cover letter, resume and supporting documentations in a sealed envelope addressed to:
Fishing Lake 1907 Surrender Trust
P.O. Box 897
Wadena, SK  S0A

Competition # 2011 –Trust office Manager -03
Deadline for Applications: 4:00 pm, Friday, January 27, 2012 
