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Job post summary 

Date posted: July 9, 2026 

Pay: From CA$20.00 per hour 

Job description: 

 

Join Lyackson First Nation—A Nation, Building a Nation – as our new Administration 

Assistant! 

 

Are you looking for meaningful work that supports your community and helps move projects 

forward? 

 

As a seasonal, full-time Administration Assistant Staff with Lyackson First Nation, you’ll be part 

of a team dedicated to the LFN Administration. We are a collaborative team that works together 

in a team environment, as well as independently when required. 

 

About Us: 

Lyackson is a “Nation building a Nation.” As one of five modern communities of the historic 

Quw’utsun Nation, we are strong, innovative, and deeply committed to reclaiming our 

stewardship roles. Our reserve lands are located on Leey’qsun (Valdes Island), and our 

Administration Office is situated just north of Duncan, BC, on Halalt First Nation. 

With the recent signing of an Incremental Treaty Agreement and a growing Guardian Program, 

we are reconnecting to traditional practices, asserting our rights and title, and leading 

transformative work in land and marine protection. Join us and be part of this powerful journey 

forward. 

 

Summer Student Term Contract: 

• Wage – Starting rate of $20.00/hour 

• Office hours are Monday-Friday from 8am-4pm with a half hour lunch break, totalling 

7.5 hours a day. 

• Contract will be July to the end of August, with more detail to follow. 

 

What You’ll Do: 

 

As an Administration Assistant, you’ll be helping support the important work of the 

administration team. Some of the tasks will be to support the departments with records 

organization or tasks for programs: 

· Supporting tasks for our Lyackson Departments from our Leadership report. 

· Supporting with organizing records and labelling. 

· Supporting with tasks around the office. 

· Document and Report – Keep clear records of your work, submit timely reports, and 

communicate with department leads. 
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· Work in Partnership – Collaborate with Elders, researchers, staff, and external agencies to 

uphold Lyackson values and support Nation-led initiatives. 

 

What You Bring: 

 

· Education, training, or experience with Microsoft office 365. 

· Familiarity with wellness programs, finance, administration, stewardship, or lands related 

matters. 

· Experience in an office setting is an asset. 

· Practical skills in with office equipment and records organizing. 

· Understanding of Coastal First Nations’ cultures, BC First Nations’ history, and a deep respect 

for Indigenous rights and protocols. 

· Proven administrative and communication skills, with proficiency in Microsoft Office and an 

ability to maintain detailed reports and records. 

· Relationship-building skills and the ability to work collaboratively with community members, 

Elders, researchers, and partner organizations. 

· A valid driver’s license and readiness to travel as needed 

 

JOIN US! If you’re interested in this exciting opportunity to join our vibrant growing team, 

please send your resume with a cover letter identifying why you are the right person for this role 

to reception@lyackson.bc.ca and please put Seasonal Guardian as the subject item. 

 

In accordance with Section 41 of the Human Rights Code, preference will be given to qualified 

applicants from Lyackson First Nation or of Indigenous ancestry. We are an inclusive, diverse 

workplace and encourage all qualified individuals to apply. Please note that only candidates 

selected for an interview will be contacted. 
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