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TS’IL KAZ KOH

(Burns Lake Band)

Information

71l Kaz Koh
‘remuneration

includes a group
‘benefits package
and pension plan.

For consideration,
interested persons
should submit a
cover letter and
resume to:

eod@tsilkazkoh.ca

Only applicants
selected for
interview will be
contacted.

Deadline to
Submit:

*Open until filled

JOB POSTING
Housing Coordinator

SUMMARY OF DUTIES:

fenant Correspondence, incoming and outgoing.

« Collecting and fling housing data.

= Working within Housing Policies and appeals processes.

* Monitoring Budget: Maintaining records of housing assets and corresponding.
‘expenditures for service calls, appliance repairs and general annual
maintenance costs.

 Preparing and submitting funding applications and proposals for renovations,
new construction, retrofits, and other housing related funding, as necessary.

« Accepting housing applications and maintaining waitlist

= Coordinate service personnel and monitor renovations and new ConSITCTions.

* Engage in residential land use planning, identify housing needs and help develop
‘work plan for new residential projects.

 Creating an annual maintenance pian for each house.

\QUALIFICATIONS AND EDUCATIONAL REQUIREMENTS

« Must have grade 12 or equivalent

» Experience with Microsoft Word and Outiook

 Abiiity to organize and plan own work to meet deadiines

« Housing Management Certification (preferred)

= Experience in First Nations communities and housing related programs

» Good understanding of housing needs and infrastructure.

« Abiiity to handle conflict and be trauma informed

= Good verbal and written communication skills

 Be able to handle deadiines and be able to perform reporting requirement
= Must take part in community engagement and feel comfortable providing verbal
and written updates.

* Must be able to create and maintain a budget

This position is a full-time position of 35 hours per week and wage will range
dependant on experience and level of education.




