Denesuline Né Né Land Corporation

Project Assistant

The Denesuline Né Né Land Corporation (DNNLC) are inviting applications to
fill a full-time position for a Project Assistant, salaried position based on
seventy-five (75) hours bi-weekly. This position will be based at the DNNLC
office in Prince Albert.

Position Summary:

The successful candidate will play an integral role in a vibrant and energetic
team and should be able to manage a variety of duties engaging with
Community Leaders, members, employees, contractors, various agencies and
the public. Under the direction of the Director of Administration the Project
Assistant will be focused on a variety of administrative and communication
tasks that support the contractors and office. This includes coordination of
logistics, and assistance with general administration.

Responsibilities

¢ Organize meetings, attend, prepare agendas, take minutes, and
distribute them.

e Book travel, including hotels and airfares, meeting venues, catering,
security as directed.

e Create, file, and maintain documents, reports, presentations and
records.

e Provide support to various contractors, committees and staff as directed.

e Assist with lands and caribou management.

e Work with knowledge keepers.

e Contributes to the positive reputation and profile of DNNLC.

e Ensures tasks are completed in the allotted timeframe and all
information is clearly communicated in a manner consistent with the
DNNLC mission and values.

e Perform other duties as directed.

Qualifications:
e Post-secondary education certificate or diploma from a recognized
educational institution with two years relatable experience.
e Strong speaking, writing and presentation skills.
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e Strong organizational skills and ability to prioritize workload in a fast-
paced environment.

e Proficient with the Microsoft Office suite.

e Experience working with First Nations or other Indigenous Communities.

e Strong communication, presentation and mediation skills are essential
(written and oral).

e Organizational and time management skills are necessary.

e Ability to set, commit and meet deadlines.

e Ability to work under pressure and adapt to changing business needs.

e Ability to handle multiple priorities in a fast-paced environment

e Mature, professional, and optimistic.

e Ability to demonstrate knowledge of the formation and mandate of
DNNLC.

e Ability to speak Dene is considered an asset.

e Valid driver’s licence.

e Provide a current clear criminal record check.

Compensation and Benefits
e Salary will be commensurate with experience and education
e Comprehensive Group Insurance and Pension Plan

Deadline to submit your application: January 16, 2026

If interested, please submit a cover letter, a resume with dates and 3 current
references with Subject Line Project Assistant to:

Attention: Lorna Mercredi-Charles, Human Resource Generalist
Phone: 306-953-7977

Email: hr@adnlc.ca

We appreciate all applicants. Only those selected for an interview will be
contacted.
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