
POSITION TITLE Executive Assistant STATUS Full-Time, Indeterminate

DEPARTMENT Department of Executive LEVEL 6

SUPERVISOR Executive Director REVISED September 24, 2026

As an order of government in Canada, FNNND has the authority and responsibility to manage lands and resources within 
its Traditional Territory for the benefit of present and future generations, in accordance with the FNNND Final Agreement, 
Self-Government Agreement and FNNND Constitution.

Coordinating office management activities, including procurement of supplies and managing records. This includes 
creating and archiving files in appropriate locations in the records management system and improving records 
management and information systems. 
Handling confidential information, ensuring it remains secure. 



   

  
  
 

 
 

 
 

 
  
 

 
  
 

 
  

 

 
 

 

 

 
 

  

 

 
  
  
  
 Experience managing conflict and resolving issues professionally and calmly. 
  
  

 

 
 

 

  

  

  

 

 
 

 

  



   

 

 

 

 

 
 

 

 

 

 

 

Key Personal Contacts and Contact Nature 

Contact Nature 

Executive Director  
 

  

  

 
 

 
 

 
 

 
 



   

  

  

 

 

 

 

 
  

  

  

 

Amendments 

 

 

Position Approval and Acknowledgements 

 
Supervisor  Incumbent 
I have reviewed the position (with the incumbent where 
applicable) and agree that this is an accurate reflection of 
the duties and responsibilities assigned to this position.  

 I have read the foregoing description and 
understand that it is a general description of the 
duties assigned to this position. 

 
 

  

Supervisor  Incumbent 
 
 
 

  

Date 
 
 
 

 Date 

Department Director  Director of Human Resources 
 
 

   
Date  Date 

 
 


