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Wei Wai Kum Admin Office will be CLOSED
Monday December 23rd 2024
We will reopen Monday January 6th 2025.
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f/ff you need to contact anyone urgently during this time '\ @&
= please reach out to
Chief, Chris Roberts @250-203-3729
Elders Worker, Colleen Dick @250-202-0115




ADMINISTRATION
Chris Roberts - Elected Chief Councillor
Chief Administrative Officer

Human Resource Manager

Rikki Brown - Administrative Assistant

Christine Smith - Facilities Manager/IRA/Membership Clerk

Tyra Henderson & Jessica Dean - Receptionist
Tasia Dick - Administrative Assistant

Erica Haunch - Lands Manager

Patricia Romanciwicz - Housing Manager
Shelly Haunch - Education Manager
Communications Coordinator

COMMUNITY SERVICES

Deanna Sheers - Community Services Manager

Jazmine McCrimmon-Cook - Community Support Worker
Tayte Latimer - Recreation Worker

Colleen Dick - Elders Worker

Nicole Dumont - Social Development Worker

ECONOMIC DEVELOPMENT

Cam Salisbury - Economic Development Officer
FINANCE

Moe Imran - Chief Financial Officer

Priscilla Bruce - Bookkeeper/Accounts Payable
Muhammad ‘Haris’ - Accounts Receivable/Payroll Clerk

KWANWATSI CHILD CARE & PRESCHOOL

Kaitlyn Lagos - Interim Kwanwatsi Manager

NATURAL RESOURCES

Christine Roberts - Cultural Heritage Coordinator
Erin Latham - Natural Resource Manager

Danny Hurry - Guardian Watchman Coordinator
OPERATIONS & MAINTENANCE

Mark Haunch - Public Works Manager

Jim Henderson - Netloft Manager
TREATY
Courtney Fidler - Treaty Administrative Officer

Alysha Gaudreault - Treaty Assistant

chrisroberts@weiwaikum.ca

VACANT
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Wei Wai Kum First Nation

1650 Old Spit Road, Campbell River, BC, Canada VOW-3E8
Tel.: (250) 286-6949

Fax.:(250) 287-8838

TOLL FREE: 1-877-286-6949

JOB DESCRIPTION
POSITION: Chief Administrative Officer, CAO

REPORTS TO: Chief Councillor (for day-to-day direction) and Council as Whole

Overall Purpose: The Chief Administrative Officer is the person designated by the Band Council to
serve the Wei Wai Kum Membership and is responsible for the effective
management and administration of the Band Office, staff and all Band programs
and services. The CAO is responsible for developing, implementing and
monitoring the Nation’s human resource strategy, ensuring all the necessary
structures, systems and supports are in place to complete Council’s annual goals
and objectives.

Overall
Responsibilities: The Chief Administrative Officer, reporting directly day to day to the Chief

Councillor (on behalf of Council as whole) has the following overall

responsibilities to Wei Wai Kum First Nation:

e Responsible for implementation of policies and procedures approved by
Council

e Provides input on strategic planning

e Develops and implements operational work plans

e Oversees and is responsible for the effective and efficient operational, and
human resource management of the Wei Wai Kum administration.

e Work with Chief Financial Officer to ensure proper financial management
and reporting of operational budgets, programs and services.

e Work with Treaty Administrative Officer to coordinate and collaborate on
initiatives that align treaty negotiation priorities with ongoing Band
administrative operations.

e  Work with Economic Development Officer to organize staff supports and
align economic initiatives with other operational activities.

e Work with Chief Councillor and Administrative Assistants to ensure Council
objectives, and decisions are executed.



Specific Duties and Responsibilities

e Ensures development of, recommends, monitors and controls operational plans (annual and
multi-year) by understanding and implementing Council’s strategic plan direction and all goals
and objectives set by Council;

e Work with the CFO to draft budgets based on Council priorities, operational workplans and
funding agreement requirements;

e Ensures timely monthly administrative reporting to Council that includes updates for all
departments and identification and recommendations for critical issues.

e Researches and secures additional funding that support Council’s strategic objectives and goals;

e Provide Information to and support the Chief Financial Officer in completing, financial projections,
budgetary, and financial reporting needs;

e In conjunction with Council and Membership, implements the Comprehensive Community Plan
that includes the following components:

o Strategic planning

Operations and business management

Land use and economic development

Social and education programs

Revenues and resources

Public works and emergency services

O O O O O

e Provides advice and information to Council and Members when required;
e Implements Council decisions in a prompt and effective manner;
e Completes reporting requirements to other government departments and agencies;
e Develops and maintains working relationships with other government agencies;
e Develops and maintains working relationships with community members;
e Develops and maintains working relationships with affiliated Indigenous organizations and other
stakeholders;
e Develops and maintains a records and archive system;
e Asneeded, recommends to Council revisions to policies and procedures for approval;
e Supervises, directs, coaches, supports and evaluates staff according to approved Wei Wai Kum
policies and all applicable labour laws;
e Hires, disciplines and terminates staff in accordance with approved Wei Wai Kum policies and
procedures and applicable labour laws;
e Provides staff orientation, training and development;
e Preforms other duties as required, such as:
o Dispute resolution,
o Crisis management,
o Advocacy,
o Systems maintenance, and
o Oncall response.
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Knowledge, Skills and Abilities Required:

Education and Skills:

Post-secondary education related to organizational administration and management.
Minimum of 10 years of management experience, supervising a minimum of 5 employees.
Familiarity with general financial principles; budgeting.

Knowledge and experience with Human resources management.

Knowledge and experience with program management and delivery; knowledge of the
programs, regulations and procedures of ISC related to Band funding arrangements.
Understanding of relevant legislation, policies and procedures including the Indian Act.
Understanding of the roles and responsibilities of governing bodies (Councils, Boards, etc.)
Experience in sourcing funding and ability to write effective proposals.

Superior interpersonal and communication skills, both verbal and written; good social skills to
be able to maintain good relations with Band members and other stakeholders.

Team leadership and management skills; strategic planning skills.

Analytical, problem solving, decision-making, and negotiating skills.

Effective public relations and public speaking skills.

Computer skills in MS Office and Excel, and preferably some experience with computer business
systems and applications.

Decisive and willing to take an unpopular position when necessary.

Time and stress management skills; flexibility.

Ability to maintain standards of conduct, sound work ethics, and demonstrate respect,
consistency, and fairness.

Possess cultural awareness and sensitivity.

Commitment to the position and the Wei Wai Kum community.

Abilities:

Ability to analyze problems systematically, organize information, identify key factors and
underlying causes and generate appropriate solutions.

Superior ability to manage First Nation resources including people, material assets and funds.
Ability to manage projects and other time sensitive activities.

Ability to ensure quality service delivery to Wei Wai Kum Members and Council.

Ability to establish and maintain effective administrative systems.

Ability to adapt technological change.

Ability to clarify staff roles and expectations.

Superior ability to communicate both orally and in writing, including proposal writing.

Ability to clearly define and communicate vision and direction to Council, community and staff.
Ability to accurately listen and understand and then respond appropriately taking into
consideration cultural nuances.

Ability to motivate others, foster teamwork and manage time of self, teams and staff.

Ability and willingness to lead by example.

Ability to accomplish results through others, inside and outside of the Nation and community.
Superior ability to handle conflict using sound judgement with the goal of win/win outcomes
whenever possible.

Ability to accept criticism.

Ability to deal with and accept diversity and adapt to change.
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e Ability to reflect on difficult situations to improve future performance.
e Ability to foster effective, professional interpersonal relationships.
e Ability to participate in continuous learning.

TERMS AND CONDITIONS

e  Full-time managerial position.

e This is a salaried position with no paid overtime, based on 40 hours / week. Regular office hours
required are 8:30am-5:00pm, Monday to Friday.

e Location —Wei Wai Kum Administrative Office

e Subject to the Wei Wai Kum Human Resource Manual

e Eligible for benefit coverage under the Band’s group benefit plans.

Salary — $100,000 - $150,000
Deadline to submit resume: Tuesday December 31st, 2024 at 4:00pm
Please mail, email or leave a resume and cover letter at the Administration Office:

Rikki Brown, Administrative Assistant
Wei Wai Kum First Nation
1650 Old Spit Road
Campbell River, BC VOW 3E8
Email: rikkibrown@weiwaikum.ca
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DECEMBER BIRTHDAYS
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Jean Roberts
Sherry Hanson
Rose Hanson
Karlene Henderson
Lorraine Henderson
Marreno Malley
Margaret Quocksister
James Roberts




SUN MON TUE WED THU FRI
— 29 30 a1 1 2 3
Office Closed for|Office Closed for|Office Closed for
the Holidays the Holidays the Holidays
S 6 7 8 9 10 11
Escape Room Hall Day oo o o
(10+) Games @Thunderbird lce Skating (7+) Teen Group
j . 2:30pm-5pm Mcet @Portables (12+)
Meet @Portables | - @Portables _ 4 B
) _ Hall Z~%_1:.m“ /O:G/Tm.__ NWO*U—): vwov:q 7\~Gfu\ﬁ @-UO—uﬁDU_@m
230pm-6pm 230pm-5pm @Thunderbird  lxgisnup Required
*Signup Required* 6pm-9pm RIENCR SRR Spm-6pm
12 13 14 15 16 17 18
- . :_ il 58,@ Swimming (7+) The Reef Indoor
Office Day Arts & Cralfts @Thunderbird A e Playground (7+)
R ) 2:30pm-5pm Mecet @Portables =2
No Activitics @Portables s e Meet @Portables
| | 230 Hall Nights: Volleyball N“wOUﬂB-mnwOﬁ_j oo
Plannec 30pm-5pm pThunderbird ; cemceeere PITIEPE
Pr2E e |'Signup Required"| gy Reairedt
19 20 21 22 23 24 25
e Hall Day o A
Bowling (7+) Games @Thunderbird Ice Skating (7+) Teen Group
Meet @Portables i 2:30pm 5pm Meet @Portables (12+)
3 @Portables e
2:30pm-5:30pm 23005 Hall Nights: V o__.o.,g__ 230pm-530pm  Meet @Portables
*Signup Required*| = pm->pm @ M Wﬁ%_ﬂa *Signup Required”|  3pm-6pm
27 28 29 50 al 1
Hall Day — Rock Climbing
- = o i 3 A O +
Office Day Arts & Crafts @Thunderbird 7M EB:W:U Qr _V (7+)
30pm 5 leet @Portables
No Activitics @Portables “3 SRR S ONAES ] Meet @Portables
. B Hall Nights: Volleyball | 2:30pm-5:30pm N
Planned 2:30pm-5pm @Thunderbird 2:30pm-5pm

6pm-9pm

*Sienup Required*
g

*Signup Required*




ommunity Event @Velocity
Dec 30, 2024

Join us at Velocity for a free community event for all ages.
Appetizers and beverage towers included.

come visit and celebrate the holiday seson together.

Drop in or RSVP to book a specific time in a booth
deannasheers@weiwakum.com
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