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PUBLIC WORKS COORDINATOR– 084R1-25-5
Public Works,Built Environment
Applications will be received by Six Nations of the Grand River and Grand River Employment & Training (GREAT) up until 4:00 p.m. EST, Wednesday, July 9, 2025, for the  Public Works Coordinator with Public Works , Built Environment.  The Six Nations of the Grand River Application for Employment Form, Job Posting, and Job Description are available for printing from the www.greatsn.com website.  Online applications are accepted through My Job Search. NO LATE APPLICATIONS ACCEPTED. 
Applicants from Six Nations and other First Nations will be given preference to deliver programs and services in a First Nations community.
JOB SUMMARY: The Public Works Reports to and works under the direction and supervision of the Director of Public Works. 

PURPOSE & SCOPE OF THE POSITION:

To assist the Director of Public Works in the performance of operational services as related to the Six Nations Public Works Department. 

To assist the Finance and the Public Works sub-departmental Supervisors by providing receptionist, general office duties, administrative support and services, within the policies and procedures established by the Six Nations of the Grand River Elected Council Public Works Department.

	Type
	Contract (Maternity Leave-18 Months)

	Closing Date 
	July 19, 2025

	Hours of Work 
	35 hrs./week

	Wage
	Minimum $27.20/hour


*A competitive compensation package will be offered commensurate with qualifications. *
BASIC QUALIFICATIONS:
·  Must have a minimum education level of a Post Secondary education or diploma in Office Administration OR 3 years work experience in a similar role.

· Possess a sound knowledge of computers, ie., MS Office. 

· Must have a valid Class "G" Driver's license and a reliable vehicle.

· Ability to pass reliability/security check 
SUBMISSION PROCEDURE: (Choose one method ONLY):

Method #1:  Online 

1. Please visit: My Job Search to access our job board and follow the directions to apply.

2. Please ensure all required documents are provided/uploaded with your application package, which includes:

a. Cover letter including your band name and number (if applicable). Please indicate in your letter how your education and experience qualify you for this position.

b. Recent resume clearly identifying that you meet the Basic Qualifications of this position as stipulated above.

c. Copy of your education diploma/degree/certificate and transcript.

3. If you have any questions or need assistance, please reach out to Kalvin Egan, HR Business Partner at 519-445-2223 ext. 5721 or via email at HRBP5@sixnations.ca.

Method #2: GREAT – Applications must include all of the following:
1. Printed, filled in, and authorized Six Nations of the Grand River Application for Employment Form.

2. Cover letter including your band name and number (if applicable). Please indicate in your letter how your education and experience qualify you for this position.

3. Recent resume clearly identifying that you meet the Basic Qualifications of this position as stipulated above.

4. Photocopy of your education diploma/degree/certificate and transcript.

5. Place all documents listed above in a sealed envelope and mail to or drop off at:

Public Works Coordinator– Contract – 084R1-25-5




c/o Reception Desk





Grand River Employment & Training (GREAT)





P.O. Box 69, 16 Sunrise Court





Ohsweken, Ontario N0A 1M0

POSITION DESCRIPTION 

POSITION TITLE:

          Public Works Coordinator

REPORTING RELATIONSHIP:

Reports to and works under the direction and supervision of the Director of Public Works. 

PURPOSE & SCOPE OF THE POSITION:

To assist the Director of Public Works in the performance of operational services as related to the Six Nations Public Works Department. 

To assist the Finance and the Public Works sub-departmental Supervisors by providing receptionist, general office duties, administrative support and services, within the policies and procedures established by the Six Nations of the Grand River Elected Council Public Works Department.


KEY DUTIES & RESPONSIBILITIES:

1. Technical Functions 

a. Receives all walk-in payments and account payment inquiries, utilizing ACCPAC and issuing respective receipt.

b. Daily verification that the float in the cash box is balanced. 

c. Monthly distribution of unapplied cash.

d. Stuffs all envelopes, applies appropriate postage and delivers outgoing mail to the Post Office ONCE daily. 

e. Daily septic recording, scheduling and invoicing.

f. Prepare invoices for culvert installation, blackrock sales and mailboxes as required. 

g. Weekly calculation of machine time for MTO report.

h. Distributes and receives tenders when required. 

i. Takes truckfill payments, assists customers with truckfill issues and sets up, orders and provides truckfill keys to customers.

j. Collects invoices to process for payment, communicates with vendors when necessary to confirm payments or balances owed, gathers invoices weekly for processing by Finance and the Senior Manager of Public Works. 

k. Establishes and maintains listing of approved staff to utilize Public Works accounts with vendors.

l. Will be required to handle cash up to $XXXX.XX

2. Administrative Functions 

a. Receives and signs for deliveries for all departments within the Public Works Department.

b. Acts as a contact for the Canadian Gypsum Company by scheduling truckers when blackrock is turned over to individuals. Obtain truckers information as required.

c. Maintains a fill list and contact information in the event that fill is available nearby

d. Obtains incoming mail from the Administration office and the Post Office.

e. Co-ordinating and tracking the septic service so that information can be relayed across the department such as being behind on calls, priority calls, etc.

f. Daily bank deposit and departmental shredding.

g. Secretarial duties for Public Works sub-departmental Supervisors. 

h. Assists the Public Works sub-departmental Supervisors with general office duties such as filing, photocopying and typing.

i. Coordinates training and travel arrangements when required for Public Works sub-departmental Supervisors. 

j. Maintain interoffice and office supplies as required. 

k. Sends and receives faxes and distributes accordingly.

l. Photocopies, files and distributes the Ontario Hydro and Bell Canada approvals. 

m. Coordinates and schedules the use of the boardroom.

n. Organizes, completes and reports on Summer Student applications.

3. Communications Functions 

a. Performs reception duties by answering the telephone, greeting the public and responding to queries, referring as necessary and operation of the two-way radio in order to relay/receive messages.

b. Calls, arranges and confirms for utility locates and repairs as required.

c. Logs community complaints and where unable to speak to them directly, forwards them onto the appropriate Public Works staff.

d. Provides support to the Six Nations Emergency Response Plan by ensuring awareness of the Emergency Response Plan and assists as instructed by the Six Nations School Maintenance Supervisor or designate.

4. Other Functions 

a. Perform other related duties as may reasonably be required by the Director of Public Works or the Public Works sub-departmental Supervisors.

WORKING CONDITIONS:

Work involves mental stress; requires some travel and interaction with the public who may be irate and hostile; subject to deadlines and interruptions; ability to take 

direction, prioritize and work independently. 

Six Nations Public Works is a community minded organization that helps other departments of the Six Nations of the Grand River and/or community organizations with their skills, knowledge, equipment, tools and manpower when required.

WORKING RELATIONSHIPS:

With the Director of Public Works: 

Receives direction, guidance and discusses plans, priorities or interacts to ensure tasks are done efficiently and effectively, receives instruction, supervision. 

With other Staff Members: 

Courtesy, cooperation and teamwork with all staff. 

With the Public: 

Represents and promotes Six Nations Public Works Department in a courteous, positive and cooperative manner, provides information and assistance.

KNOWLEDGE AND SKILLS:

Minimum Requirements:

· Must have a minimum education level of a Post Secondary education or diploma in Office Administration OR 3 years work experience in a similar role.

· Possess a sound knowledge of computers, ie., MS Office. 

· Must have a valid Class "G" Driver's license and a reliable vehicle.

· Ability to pass reliability/security check 

· Must be bondable 

Other Related Skills:

· Possess initiative and ability to work independently 

· Exhibit good organizational skills and ability to take direction 

· Ability to analyze problems and recommend solutions and/or implements solutions 

· Must be able to prioritize tasks and meet deadlines 

· Must possess excellent communication skills 

· Must possess excellent customer service skills

IMPACT OF ERROR:

Errors in judgement and in the conduct of duties could lead to loss credibility, poor public relations, confusion, duplication of effort and misinformation resulting in negative impacts to the leadership team and SNGR. Errors in judgement could lead to embarrassment to SNGR, community and administration, loss of public confidence and unnecessary conflict leading to lack of trust and legal liability.

CONTROL:

Guiding principles set by the Public Works and the Six Nations Elected Council. Must work within the Policies and Procedures established by the Six Nations Elected Council for Public Works.
















Six Nations Elected Council is an equal opportunity employer and will seek to accommodate the needs of individuals with disabilities in a manner that most respects their dignity.  All candidates are encouraged to apply.  Applicants from Six Nations and other First Nations will be given preference to deliver programs and services in a First Nations community.  Based on the need to provide qualified professional services, only those applicants meeting the minimum requirements will be invited for an interview.

