
 
 

624 3rd avenue, Val-d’Or, (Quebec), J9P 1S5 
819-824-9888 

 
Job offer: Administrative Assistant 

 

The Secretariat to the Cree Nation Abitibi-Témiscamingue Economic Alliance is looking for an Administrative 
Assistant.  

 
Under the supervision of the Director General your tasks will be to: 
 

 Write, edit, and format various documents according to the organization’s standards: letters, agendas, minutes, 
lists, reports, presentations; 

 Send and distribute documents via Mailchimp, email, social media or mail; 
 Process and/or follow up on supplier requests; 
 Follow up with clients and respond to inquiries received; 
 Coordinate meeting logistics, prepare and send necessary documentation; 
 Organize team members’ travel; 
 Open and update accounts receivable; 
 Prepare the invoice based on the information received and finalize it. Support accounting (external audit, bank 

deposits, petty cash); 
 Update different databases 
 File, open mail, photocopy and archive. 
 Support the team in logistics and event preparation; 
 Prepare board documentation and minutes and reports; 
 Schedule and confirm appointments and meetings and conference room reservations; 
 Greet visitors, respond to general phone calls, and redirect them to the right people; 
 Perform all other related tasks. 

 

Profile sought for this position 
 

 Excellent customer service, good professional judgment; 
 Very good knowledge of written and spoken English and French; 
 Ability to work as a team and on multiple files at the same time; 
 Demonstrated organization, coordination, autonomy, speed, thoroughness and discretion; 
 Ability to work under pressure and manage stress; 
 Strong knowledge of MS Office Suite software and specialized software; 
 Ability to manage priorities; 
 Graphic design would be an asset; 
 Demonstrates initiative and resourcefulness, and ability communicating tactfully and professionally.   

 



Requirements and working conditions 
 

 Academic level: College (ACS) or Secretariat DEP 
 Years of employment experience: 3-5 years of experience. 

Any combination of experience and education will be considered. 
 
Salary offered: to be discussed 

Number of hours per week: 37,50 

Employment status: permanent 

Expected start date: 2020-08-17 

 

Closing date: 2020-07-31 

 

Please send your resume to the attention of the Director General, Ms. Chantal Hamelin at: 

chantalhamelin@creenation-at.com  

 

 

The Secretariat to the Cree Nation Abitibi-Témiscamingue Economic Alliance’s mission is to promote sustainable 
relations and socio-economic alliances between the Cree Nation (Eeyou Istchee), Jamésie, Abitibi-Témiscamingue and 
Nunavik regions in order to foster harmonious development. 

 

www.creenation-at.com 

 


