
PART TIME FINANCE AND ADMINISTRATION SECTION CHIEF 
 

Finance and Administration Section Chief will support the Recovery Team in their effort 
to work with the Band and individuals that have been impacted by the recent disaster 
event. The Housing Section Chief will be responsible for the financial and administrative 
duties, communicating and financial reporting of the Recovery Team. 

RESPONSIBILITIES INCLUDE: 

 Determining the funding available for rebuilding uninsured homes and 
outbuildings; 

 Provide office support services such as filing, data entry, supplies management, 
purchase order tracking and financial reporting 

 Maintain general filing system including filing all correspondence 
 Assist in the planning, communication and preparation of meetings and 

conferences; including of meeting agendas  
 Perform the day to day processing of accounts payable, accounts receivable and 

banking transactions to ensure  accounts are maintained in an effective, up to 
date and accurate manner utilizing the OKIB’s accounting system 

 Receive and verify invoices and requisitions for goods and services 
 Verify that transactions comply with financial administration bylaw, policies and 

procedures 
 Provide administrative services such as record keeping, data management and 

research for the department  
 Provides information and communication for the OKIB website to the 

Communications and Special Projects Coordinator 
 Maintain payable/expenditure files and invoicing/receivable files 
 Process purchase orders 
 Maintain a filing system for all financial documents 
 Verify and process invoices and coding payment documents 
 Prepare invoices and P.O.s for submission to the Finance office 
 Prepares the reporting of the funding agreements to the various funding agencies 
 Seeks funding from other agencies to the support the project 
 Prepares communication for recovery services to the Okanagan Indian Band 

members 
 Functions as a point of contact for the recovery team 
 Provide reports as required to the Recovery Manager; 
 If there are supporting documents - ensure they are scanned, names and stored 

appropriately in a designated location within the OKIB recovery network; 
 Escalation of compliance concerns, file irregularities, incidents and frauds to the 

case management supervisor. 
 Ensuring WCB, bonding, and certifications requirements are met on all contracts 

and other labour regulations are being adhered to; 
 Participate in and contribute to planned internal briefings/debriefings and 

meetings as requested. 
 Ensure COVID 19 protocols are in place at all job sites; 



QUALIFICATIONS 
 

 Certificate or Diploma in Business or Accounting Administration 
 Office administration and bookkeeping procedures 
 Experience with accounts payable and accounts receivable 
 An equivalent combination of education and experience may be considered 
 Experience working with First Nations communities 
 Valid BC Driver’s licence, Class 5 and reliable vehicle 

 
KSA’s 
 

 Exceptional interpersonal skills 
 Team building skills  
 Bookkeeping skills 
 Analytical and problem solving skills 
 Decision making skills 
 Effective verbal and listening communication skills 
 Attention to detail and high level of accuracy 
 Effective organizational skills  
 Ability to maintain confidentiality 
 Excellent written communication skills 
 Computer skills including the ability to operate computerized accounting, 

spreadsheet and word-processing programs, and e-mail at a highly proficient 
level 

 Stress management skills 
 Time management skills  
 Ability to work collaboratively in a team environment  
 Exceptional interpersonal skills 
 Team building skills  
 Bookkeeping skills 
 Analytical and problem solving skills 
 Decision making skills 
 Effective verbal and listening communication skills 
 Attention to detail and high level of accuracy 
 Effective organizational skills  
 Ability to maintain confidentiality 
 Excellent written communication skills 
 Computer skills including the ability to operate computerized accounting, 

spreadsheet and word-processing programs, and e-mail at a highly proficient 
level 

 Stress management skills 
 Time management skills  
 Ability to work collaboratively in a team environment  

 
 

 



EVALUATION AND SELECTION CRITERIA 

 Education and year of experience 
 Ability to work within a multi-disciplinary team 
 Communication experience 
 OKIB Band Member Preferred 

 

Terms of Contract will be from September 27, 2021 until on or before March 27, 2022 

Deadline for Expression of Interest: September 22, 2021 

 

How to apply: 
 
Submit resume/letter of interest to: humanresources@okanagan.org 

 

mailto:humanresources@okanagan.org

