Job Opportunities

Temporary On-Call Positions
(Receptionist, Admin Support, Cleaner, General Labourer, Cook)

Employment Type: Temporary, On-Call

Position Summary

The Ulkatcho Indian Band is building a pool of reliable individuals who are available to
work on a temporary, on-call basis. These positions provide support when regular staff are
away or when extra help is required. Hours and length of assignments will vary depending
on community needs.

Key Responsibilities

Receptionist (On-Call)

 Greet and assist community members and visitors in a professional manner.
* Answer phones and direct calls to the appropriate staff.

 Provide basic clerical support such as filing, photocopying, and data entry.

« Maintain confidentiality at all times.

Admin Support (On-Call)

 Provide support to the CAO

* Answer phone calls, take messages

« Provide basic clerical support such as filing, photocopying, and data entry.
 Various administrative duties as required

¢ Maintain confidentiality at all times.

Cleaner (On-Call)

« Carry out general cleaning duties such as sweeping, mopping, dusting, and sanitizing.
» Restock and clean washrooms.

» Keep offices, meeting rooms, and community spaces neat and safe.

« Follow workplace health and safety standards.

General Labourer (On-Call)

» Assist with set-up and take-down for events, moving supplies, and light maintenance.
¢ Perform outdoor and indoor labour duties as assigned.

» Operate basic tools and equipment safely.

« Follow directions and safety procedures.

Cook (On-Call)
* Prepare and serve meals according to menus and dietary needs.
» Keep kitchen and food preparation areas clean and organized.



« Follow food safety and sanitation guidelines.
» Assist with inventory and stocking supplies.

Qualifications

» Previous experience in the related role is an asset.

» Must be dependable and available to work on short notice.

« Strong work ethic and ability to work independently or as part of a team.
* For cooks: Food Safe Certification is an asset.

« For labourers: Ability to lift up to 50 lbs and perform physical work.

Conditions of Employment

« Positions are temporary, on-call, and hours are not guaranteed.

¢ Must be available for work when contacted.

« Compliance with Ulkatcho Indian Band workplace policies, health, and safety standards is
required.

Interview Process:

e Only shortlisted candidates will be contacted for an interview.
e Criminal Record Check

e Work/Personal Reference Check

Post Date: September 29, 2025

Please submit your resume via email to hr@ulkatcho.ca with “Temporary On Call
Positions” in the subject line” or submit into the Band Office.
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