CHIPPEWAS OF KETTLE & STONY POINT FIRST NATION

EMPLOYMENT OPPORTUNITY

HILLSIDE RECEPTIONIST - Full-Time
PROGRAM AREA: Education Services

POSITION TITLE: Hillside Receptionist
REPORTING PROTOCOL: Reports to the Hillside principal or designate

POSITION SUMMARY:

The Hillside School Receptionist is responsible for front office management, reception, and the administrative
functions central to the operation of the Hillside School. The Hillside School Receptionist provides general
information to the public, and courteously receives and directs students, parents, guardians, and visitors to the
school. The School Receptionist provides highly complex administrative support to the Administration Team,
while maintaining strict confidentiality in all school and education matters.

PRIMARY DUTIES:

= Coordinate and plan office administrative services and procedures to support academic programming;

= Answer phones, record messages, and develop procedure to minimize the disruption of teaching in the
classroom;

= Perform duties at counter such as issuing late slips, receiving excused absence notes, and monitoring
attendance reports submitted by teachers; input attendance data and create monthly reports using data
base software Maplewood;

= Maintain filing systems for confidential student records including contact information and student profiles,
the Ontario Student Records (OSRs), suspension and student incident reports, special education documents
related to the IPRC process, medical records, food allergy conditions, and legal custody notices submitted
by parents/guardians as per Ministry of Education guidelines.

= Maintain current class lists;

= Review, reconcile, and update nominal roll data with current year information related to student enroliment,
identification of special needs, new residents, and new additions to the Band list. Collaborate with other
Kettle and Stony Point departments to ensure accuracy of the data submissions to INAC;

=  Compile data and statistics for supervisor to aid in the preparation of compliance and funding source reports
to Indian and Northern Affairs Canada (INAC) foundations, provincial and regional associations, and Native
service organizations;

= Establish routines to receive log and sort mail for distribution to staff in a timely manner; develop and follow
routines to ensure the safe delivery of textbook orders, curriculum supplies, and other goods to the school;

=  Prepare materials for registration and orientation, report card distribution, curriculum projects, and a variety
of policy and procedural handbooks and manuals for students and employees;

= Ensure that all official school correspondence, reports, minutes, forms, and communications to the public
conform to approved protocol;

= Establish procedures for all school records that include secure handling, appropriate disclosure, time limits
for maintaining, shredding or archiving, and a proper response to official requests for information;

= Maintain supply of consumable material resources to ensure minimal disruption to positive classroom
experiences;

= Assist when necessary, with booking for the Community Centre;

=  Maintain a current call-in list;

= Assist in maintaining staff attendance records to ensure accuracy of time sheets on a bi-weekly basis;



To process bi-weekly time sheets for Hillside School staff;

Assist with building a student-oriented public image for the school by projecting a positive attitude and
utilizing a customer service approach;

Perform all additional duties as required.

EDUCATION/PROFESSIONAL REQUIREMENTS:

Grade 12 Diploma;

Office Administration is an asset;

Experience in an office setting is an asset;

Able to manage multiple tasks in a fast setting;

Must be proficient with the use of computers including Microsoft Office (Word, Excel, PowerPoint);
Able to work under pressure, meet deadlines and maintain strict confidentiality;

Task-oriented work style that requires minimal direction;

Being a positive role model through healthy lifestyles;

Current criminal reference check and vulnerable sector screening;

Valid Driver’s License.

PREFERENTIAL HIRING REQUIREMENTS:

CKSPFN encourages all qualified individuals to apply. However, preference will be given to qualified First
Nations people in accordance with CKSPFN’ General Principles of the Human Resource Management Policy,
section 16 of the Canadian Human Rights Act, sub-section 24(1)(a) of the Ontario Human Rights Code, and
section 7 of the Employment Equity Act. First Nations candidates who wish to qualify for preferential
consideration can self-identify themselves in their cover letter.

Successful applicant must provide a current and up to date CPIC and vulnerable sector background check.
Successful applicant must provide a copy of their Diploma and other related certificates

Applicants must consent to a full background check upon successful interview.

PLEASE SUBMIT YOUR SEALED APPLICATION, COMPLETE WITH A DETAILED RESUME
AND A MINIMUM OF THREE (3) WORK RELATED REFERENCES,
CLOSING DATE — September 29, 2026 by 4pm

TO: Chippewas of Kettle & Stony Point First Nation,
Enter information on the email subject line: ATTN: HR — HILLSIDE RECEPTIONIST — Full-Time
Email to: HR.Kevin.Koniecki@kettlepoint.org

Mail to: 6247 Indian Lane, Kettle & Stony Point First Nation, ON NON 1J1
A full Job Description is available, contact the HR assistant at Email to: HR.Kevin.Koniecki@kettlepoint.org
Interviews will be scheduled shortly after the closing date. ONLY THOSE APPLICANTS WHO MEET THE QUALIFICATION
STANDARDS AND REQUIREMENTS WILL BE INTERVIEWED. AN UPDATED CPIC AND A REFERENCE CHECK WILL BE
REQUIRED FOR THE SUCCESSFUL CANDIDATE PRIOR TO FINAL CONFIRMATION OF EMPLOYMENT.
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