
 

 

Chief Administrative Officer 

The community of Alert Bay has a population of approximately 1500 people (Aboriginal and non-
Aboriginal). Located in Johnstone Strait, off the northwest tip of Vancouver Island, we offer some of the 
world’s best fishing, whale watching, kayaking, and other outdoor pursuits. The community is also an 
established centre for Aboriginal artistic expression in all forms including carving, dance, and other 
traditions. 

Reporting to the Namgis First Nation Council, the Chief Administrative Officer (CAO) will work directly 
with Chief and Council in the development of the Namgis strategic plan and will ensure that strategic 
plan goals and objectives are implemented efficiently and effectively.    

The CAO is responsible for the management, administration and delivery of all Band programs and 
services in order to ensure that the needs of Band Members are met in a reasonable, effective and 
efficient manner. The CAO leads a diverse management team by creating a strategic goal oriented and 
collaborative work environment by providing leadership to Namgis department heads within their area 
of expertise, including Administration, Education, Health, Social Development and Natural Resources.  

The CAO is responsible for ensuring that all operations are carried out according to Namgis policies and 
related legislative guidelines.  

JOB RESPONSIBILITIES 

Chief and Council Liaison 

• Ensure decisions made by the Council are implemented efficiently and expeditiously. 
• Work with Council to develop the Nations’ strategic plan for community growth and 

development. 
• Establish appropriate administrative policies and procedures to carry out Council decisions   
• Undertake research and provide advice to Council on all matters affecting Namgis First Nation.  
• Ensure that briefing notes and all other required materials are prepared and delivered to 

facilitate efficient and effective Council meetings. 
• Maintain and circulate minutes of Council Meetings. 

Leadership  

• Provide insight for the development of departmental workplans for achieving the Nation’s 
strategic plan goals and objectives. 



• Plan and effect change for effective business operations and its function within the community. 
• Provide mentorship and coaching to the management team. 
• Ability to thrive in a dynamic environment and ability to lead and support others through 

change. 

Administration 

• Oversight of the financial function including, budgeting process, budget administration, 
financial reporting, audit and funding agreement administration. 

• Provide effective leadership to all department heads in the administration of all of the Nations 
programs and policies.  

• Facilitates negotiations and acts as a liaison with external agencies and works directly with 
various government ministries and departments to further the Nation’s interests.  

• Ensure that the Nation’s operations are conducted within relevant legislation and Namgis 
policies and procedures. 

• Coordinate and oversee the development and implementation of organizational systems, plans, 
programs, services, policies and procedures as required. 

• Leads and ensures discussion on succession planning process for all departments.  

Experience:  

• Minimum (7) seven years’ experience at the executive management level working with a First 
Nations organization, including a working knowledge of First Nations governance.  

• Minimum (5) years’ financial management experience with the full accounting cycle including 
budget, reporting and audit. 

• Demonstrated experience and skills in negotiating and conflict resolution.  
• Working knowledge of governance policies and practices and the roles and responsibilities of 

Council, Councilors and the Chief Administrative Officer.  

Qualifications:  

• Master’s Degree in Business and/or Public Administration or an equivalent combination of 
education and experience. 

• Superior communication skills, written and verbal. 
• Working knowledge of the full accounting cycle. 

Interested candidates should provide a cover letter stating why this position is of interest to them, 
previous related experience and a resume, along with salary expectations to: 

Director of Human Resources  
Namgis First Nation, PO BOX 210, Alert Bay, BC V0N 1A0 

or by email to: robinh@namgis.bc.ca 
Deadline:  February 10, 2017 

Previous candidates need not apply 

mailto:robinh@namgis.bc.ca

