
 

Please send resume, references and quote competition number to: 
Kanani Davis, Regional Education Coordinator 

MAMU TSHISHKUTAMASHUTAU INNU EDUCATION 
PO BOX 1539, SHESHATSHIU, NL A0P 1T0 

Phone: 709 899-0957  
Email:  kdavis@innueducation.ca 

 
*All applicants will be asked to submit a Provincial Court Check, along with Code of Conduct with 
Vulnerable Sector Check. 

 

PO Box 1539, Sheshatshiu, NL, A0P 1T0 
phone: (709) 372-4015   fax: (709) 896-0796 
www.innueducation.ca 

 
EXTENDED JOB POSTING 

ADMINISTRATIVE ASSISTANT 
For REGIONAL EDUCATION AGREEMENT (REA) 

TEMPORARY FULL-TIME 
(Located in Happy Valley – Goose Bay) 

 
!"#$%&'()(*+,-+(.#$%**(*+-)+$/(00$/1,2$3)&#,$+"#$&(,#4+(1)$15$+"#$611,&()-+1,$15$+"#$7#8(1)-0$
9&34-+(1)$%8,##'#)+:$$!"#$%&'()(*+,-+(.#$%**(*+-)+$/(00$;#$'-()0<$,#*=1)*(;0#$+1$=,1.(&#$
-&'()(*+,-+(.#$*3==1,+$*34"$-*$5(0()8>$/1,&$=,14#**()8>$51,$+"#$7#8(1)-0$9&34-+(1)$%8,##'#)+$
611,&()-+1,: 
 
Key Responsibilities & Duties: 

•! %**(*+()8$/(+"$+"#$&-<?+1?&-<$#55(4(#)+$1=#,-+(1)$51,$+"#$7#8(1)-0$9&34-+(1)$%8,##'#)+$
611,&()-+1,: 

•! @,#=-,#*>$411,&()-+#*$+,-.#0$-)&$-441''1&-+(1)$51,$79%$411,&()-+1,$-)&A1,$-55(0(-+#*:$$!1$
()403&#$50(8"+*>$,#)+-0$4-,*$-)&A1,$'##+()8$,11'$,#)+-0*$/"#)$-==,1=,(-+#: 

•! %)*/#,()8$="1)#*>$,#41,&()8$-)&$&(*+,(;3+(1)$15$'#**-8#*: 
•! B#)&()8>$,#4#(.()8>$="1+141=<()8>$4100-+()8>$,#41,&()8$-)&$&(*+,(;3+(1)$15$41,,#*=1)&#)4#$51,$

C(,#4+1,*: 
•! 6,#-+()8$*=,#-&*"##+*$-)&$&-+-$#)+,<$51,$,#41,&()8$#D=#)*#*$51,$+"#$411,&()-+1,: 
•! @0-))()8$#.#)+*>$*4"#&30()8$-==1()+'#)+*$-)&$=,#=-,()8$=,#*#)+-+(1)$'-+#,(-0: 
•! 611,&()-+#*$-,,-)8#'#)+*$/(+"()$+"#$014-0$155(4#$51,$'##+()8*>$41)5#,#)4#*>$-==1()+'#)+*>$1,$

1+"#,$-4+(.(+(#*$,#0-+#&$+1$+"#$79%$/"(4"$'-<$()403&#$,#41,&()8$-)&$+-2()8$'()3+#*: 
•! B+1,()8>$1,8-)(E()8$-)&$'-)-8()8$5(0#*$51,$+"#$79%$411,&()-+1,: 
•! !<=()8>$#&(+()8>$-)&$=,115,#-&()8$&143'#)+*: 
•! F+"#,$&3+(#*$-*$-**(8)#&: 

 
Qualifications: 

•! Grade 12 or equivalent; 
•! Ability to speak in both Innu-Aimun and English is an asset; 
•! Efficient knowledge of Microsoft Office. 
•! Excellent organizational and time management skills. 

 
Salary:  Follow MT-IE Salary Scale 
Competition Number:  MTIE-008-2023 
EXTENDED Closing date:  September 22, 2023 


