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Tsleil-Waututh Nation (TWN)
JOB POSTING
	Job Title:

Records Management Assistant
	Department:  

Administration

	Employment Status:     

Temporary part-time
	Location: 

North Vancouver, BC
	Closing Date:  
January 31, 2017


JOB SUMMARY: 
The Records Management Assistant will aid in the information gathering, organization, and filing of paper and electronic records. The position will work closely with the Records Manager and other staff to help implement a searchable, efficient records management and filing system for past, present, and future documents and records.
ESSENTIAL DUTIES & RESPONSIBILITIES:
1) Collecting and sorting documents from various locations around the office;

2) Creating labels for file folders;

3) Scanning relevant documents into an electronic file system;

4) Filing paper and electronic documents into the new system;

5) Other duties as needed.

QUALIFICATIONS:
•
Minimum education: currently enrolled in high school or GED program;

•
Computer literacy in saving files;

•
Proficiency in Microsoft Excel is an asset;

•
Punctual, reliable, positive attitude and able to work cohesively with a team;

•
Ability to follow directions closely and read/interpret written instructions;

•
Attention to detail;

•
Strong work ethic, self-motivated and ability to work with minimal supervision.
Apply by sending your resume to:
TWN Human Resources -  HR@twnation.ca Please put “Records Assistant” in the subject line. You may apply in person to Jennifer Laatsch or via mail - 3075 Takaya Drive, North Vancouver, BC, V7H 3A8
We thank you for your interest in advance.  Short-listed candidates will be contacted; others will be kept in our database for future consideration.
