
 

 

Receptionist 
Term: Full-Time, Permanent 

Supervisor: Income Assistance Manager  
Wage Range: $24.00 

Location: Tl’etinqox Office 
Deadline: October 5, 2026 

 

About Tl’etinqox Government 
Join the Tl’etinqox Government and be part of a legacy of self-reliance, stewardship, and 
sovereignty. As the largest Tsilhqot’in community, we uphold our deep connection to the land while 
advocating for our rights and future. Committed to sustainable resource management, self-
governance, and legal advocacy, we seek passionate individuals to help drive positive change. 
Stand with us to preserve our heritage and shape a stronger future. 
For more information, please visit our website: www.tletinqox.ca  
 

Job Opportunity 
The Receptionist provides reception, administrative, and financial administration support to the 
Community Development Department. As the first point of contact for community members, 
callers, and visitors, this role is responsible for creating a welcoming, respectful, and professional 
environment while ensuring day-to-day front office operations run smoothly. 
 
The Receptionist supports a variety of administrative functions including answering phones, 
processing correspondence, helping maintain daily office operations, assisting with finance-related 
documentation, and maintaining organized office systems. This position requires strong 
communication skills, professionalism, attention to detail, and the ability to maintain 
confidentiality at all times. 
 
All work is grounded in Tl’etinqox values, cultural respect, and community-centered service 
delivery. 

 
Key Responsibilities 

• Welcome community members, visitors, and callers in a professional and respectful 
manner. 

• Offers refreshments to visitors and attends to their needs.  
• Answer and direct incoming telephone calls to appropriate person and respond to general 

inquiries. 
• Take and distribute messages accurately and promptly. 

http://www.tletinqox.ca/


 
 

 

• Perform word processing and prepare correspondence and other administrative 
documents. 

• Distribute incoming mail and coordinate outgoing mail and courier services. 
• Support the administrative team with cheque requisitions, expense forms, purchase orders, 

and receipt tracking in accordance with organizational procedures. 
• Coordinate boardroom bookings and maintain office schedules as needed. 
• Order office supplies as required. 
• Maintain office directories and update contact information as needed. 
• Ensure the reception and main entrance areas remain organized and welcoming. 
• Maintain fleet vehicle sign-out records and related tracking procedures. 
• Assist with photocopying, printing, scanning, and preparation of materials. 
• Support team members with administrative tasks as needed. 
• Maintain confidentiality and professionalism in all interactions and documentation. 
• Perform other related duties as assigned. 

 
Qualifications & Skills 

• Strong organizational, communication, and interpersonal skills. 
• Experience supporting administrative processes is an asset. 
• Ability to multitask, prioritize tasks, and meet deadlines in a fast-paced environment. 
• Ability to interact professionally and respectfully with community members, staff, 

leadership, and external partners. 
• Proficiency in Microsoft Office (Word, Excel, Outlook) and general office systems. 
• Accurate typing and data entry skills. 
• Ability to maintain confidentiality and professionalism at all times. 
• Experience working with Indigenous communities and individuals is an asset. 
• Knowledge of Tsilhqot’in culture, language, and values (or willingness to learn). 
• Criminal Record Check with Vulnerable Sector Screening required.  
• Must be able to obtain and maintain a valid BC Driver’s License, Class 5 with no restrictions. 

 

About the Benefits 
• Comprehensive employee health benefits. 
• Employer matching pension. 
• Vacation starting at 2 weeks vacation + Cultural leave for Tl’etinqox community traditional 

practices and ceremonies. 
• Family-oriented work environment. 

 

Working Conditions 
• Travel between locations may be required. 
• Hours of work may vary depending on operational needs. 
• Regular supervision and direction will be provided.  



 
 

 

Please send a cover letter, resume and 3 references to: 

cdemployment@tletinqox.ca  
 
Deadline: October 5, 2026 
 
Preference will be given to those of Aboriginal Ancestry - per Section 16(1) of the Canadian Human 
Rights Act. Only those invited to interview will be contacted. 

 

mailto:cdemployment@tletinqox.ca

