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JOB POSTING

POST SECONDARY SUMMER STUDENT EMPLOYMENT OPPORTUNITY

Title:
Technical Services Office/Field Assistant

Qualifications: Education


First Year Post Secondary – Diploma Program or Bachelor Degree with research, report writing and computer literate.

Closing Date:


June 15, 2006 

Location:


Hazelton, BC

Pay Rate:


$11.25 per hour

Employment Duration:
June 26, 2006 to Aug 04, 2006 (06 weeks)

· Must have valid Social Insurance Number,

· Must meet funding agency requirements that include a returning First Nations student between the ages of 15 to 29 years. 

Job Description:

The Gitksan Government Commission (GGC), located in Hazelton is a non profit service organization, providing services to 5 member communities. The GGC has a summer student position for a Technical Services Office/Field Assistant.  This is a 06 week assignment for an energetic, self motivated individual interested in pursuing careers in either land management or and civil engineering related fields.  Interested candidates must supply a current resume, two references and a covering letter.

Responsibilities:

Under the supervision of the Technical Services Manager, Lands and Housing Officers the incumbent will gain exposure and experience in Civil Engineering, Housing and Land Management fields.  The successful candidate will:

· Assist with activities related to the capital program, including review of project expenditures, progress reporting, filing and assist with day to day correspondence.

· Preparation of project completion reports on smaller capital projects.

· Coordinate service and maintenance program for all surveying and engineering equipment.

· Assist with research and maintenance of correspondence related to the Housing program. 

· Data Entry for Housing Program Data Base.

· Develop systems to enhance information management/control in resource libraries, files and survey records.

· Assist in updating land file records ensuring that current, registered land information is on file and identify outstanding land transactions and activities. 

· Assist in the organization and delivery of community education sessions relating to Wills and Estates and Additions to Reserve Projects. 

· Conduct research to assist in the advancement of Additions to Reserve Projects. 

· Assist in field work for information collection/confirmation for Lands, Housing and Capital Projects. 

Educational Requirements:

Must have Grade 12 Diploma and be currently enrolled in, or completed the 1st year of a Post Secondary Institution program, (with plans to return to school in the fall).  Preference will be give to students with math and science background.

Skills/Abilities:

· Computer literacy in Microsoft Word, Excel, and Outlook Programs.

· Time management and organizational skills.

· Willing and able to travel into the communities and assist in field work.

· Excellent oral and written communications ability. 

Contact Information:

Please forward your application addressed to

Tony Seibert,

Manager of Technical Services

Gitksan Government Commission

Box 335, Hazelton, BC V0J 1Y0

Phone : 250-842-2248 
Fax 250-842-6299

Your application must include the following:

1) A current resume,

2) Two references,

3) Covering letter

The application deadline is 4:30 p.m., June 15, 2006.  Late applications will not be considered. 

Note:  The incumbent must:

1. Possess a valid BC Drivers’ License, as intermittent local travel will be required.

2. Sign a confidentiality agreement. 

