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EMPLOYMENT OPPORTUNITY


	JOB TITLE Summer Student Coordinator	
JOB LOCATION Mînî Thnî, Alberta
SU  PERVISION RECEIVED Bearspaw HRD/ISETS Manager 
____________________________________________________________________________________________________
JOB SUMMARY
Bearspaw First Nation is seeking an organized, motivated, and professional Summer Student Coordinator to support summer employment programming and student engagement initiatives within the community. The successful candidate will assist with coordinating student activities, booking workshops and training sessions, tracking timesheets, supporting communication between departments, and ensuring students receive guidance and support throughout the summer program.
This position is ideal for a post-secondary student who enjoys working with people, has strong organizational skills, and is passionate about supporting youth and community development. Preference may be given to qualified Bearspaw members.
 JOB DESCRIPTION
The Summer Student Coordinator will play an important role in supporting the planning, coordination, and administration of Bearspaw First Nation’s summer student programming. The successful candidate will assist with organizing workshops and activities, monitoring attendance and timesheets, maintaining accurate records, and supporting communication with students, supervisors, and community departments.
This position requires professionalism, strong communication skills, attention to detail, and the ability to work collaboratively in a fast-paced environment.
 DUTIES AND RESPONSIBILITIES
· Coordinate and assist with summer student programming and activities 
· Book workshops, training sessions, guest speakers, and meeting spaces 
· Track and collect student timesheets and attendance records 
· Assist with scheduling and communicating program activities to students and supervisors 
· Maintain accurate files, spreadsheets, and program documentation 
· Support onboarding and orientation of summer students 
· Monitor student participation and provide administrative support as required 
· Assist with preparing reports, presentations, and program summaries 
· Respond to inquiries from students, supervisors, and community members professionally 
· Support event planning and community engagement activities 
· Utilize Microsoft Office programs including Outlook, Word, Excel, and Teams 
· Promote teamwork, professionalism, and respectful workplace conduct 
· Follow all Bearspaw First Nation policies, procedures, and confidentiality requirements 
· Perform other related duties as assigned
EDUCATION, SKILLS, AND QUALIFICATIONS:
· Must be between 18–30 years of age 
· Must be currently enrolled in a post-secondary institution or returning to post-secondary studies in Fall 2026 
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook, Teams) 
· Strong communication and interpersonal skills 
· Strong organizational and time management skills 
· Ability to work independently and as part of a team 
· Ability to maintain confidentiality and professionalism 
· Experience coordinating events, workshops, or student activities considered an asset 
· Experience working within First Nations communities considered an asset 
· Valid Class 5 Driver’s License considered an asset 
· Criminal Record Check may be required
EMPLOYMENT CONDITIONS:
· Compliance with all Bearspaw First Nation policies and procedures 
· Ability to work flexible hours when required for workshops or community events 
· Maintain professionalism and confidentiality at all times 
· Reliable attendance and punctuality required
WORKING CONDITIONS
· Hours per Shift: 7.00 hours per day 
· Shift Pattern: Monday to Friday 
· Combination of office, community, and event-based work 
· Frequent communication with students, supervisors, and community departments 
HOW TO APPLY
· Interested applicants may submit their resume by June 5th , 2026, 5PM to: Bearspaw First Nation
c/o Bearspaw First Nation Human Resources by email: dorotas@bearspawfirstnation.com
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