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Bulk Fuel Administrator  
Location:  Thunder Bay  

The Ontario First Nations Technical Services Corporation (OFNTSC) is a nonprofit organization that 
provides technical advisory services, training, and capacity development to First Nations communities 
in Ontario.  By offering a wide range of specialized se rvices and expertise, OFNTSC helps to enhance 
the quality of life, promote self -sufficiency, and foster economic growth within these communities.  
 
We seek a highly motivated and skilled Bulk Fuel Administrator to join our team at OFNTSC.  Under 
the guidan ce of the Bulk Fuel Handler, the Bulk Fuel Administrator will play a crucial role in providing 
support with scheduling and administrative tasks.  This position requires exceptional interpersonal 
and communication skills, strong organizational skills, and a  keen attention to detail, as well as the 
ability to handle various administrative tasks with professionalism and efficiency.  

These tasks must be executed in alignment with the culture and values of OFNTSC while maintaining 
strict confidentiality.  

Respons ibilities:  
● Coordin ate  an d sch edu le  m e etin gs an d appoin tm en ts, pre pare  agen da s, take detailed m eetin g 

m in u tes, an d distribu te  th em  prom ptly to a tten dees. 

● Assist with  th e  preparation  an d coordin ation  of presen tation s, worksh ops , even ts, an d tra in in g 
session s. 

● Assist with  trackin g project m ileston es, rep ortin g, an d follow-u p on  ou tstan din g item s an d 
deliverables. 

● Prepare  an d m ail certificates to clien ts. 

● Draft, pro ofre ad, an d form at written  com m u n ication s, in clu din g le tters, reports , an d 
procedu res. 

● Main tain  an d u pdate  de partm en tal e lectron ic filin g system s to en su re  records ar e  accu rate , 
organ ized, an d com plian t with  re ten tion policies. 

● Perform  ad m in istra tive  tasks su ch  as filin g, ph otocopyin g, an d scan n in g. 

● Assist in  preparin g tech n ical correspon den ce, re ports , an d procedu re s th at m ay in clu de 
ph otos, ch arts , an d graph s. 

● Liaise  with  th e  com pan y’s travel agen t to coordin ate  an d book e m ploye e travel arran gem en ts, 
in clu din g fligh ts, accom m o dation s, an d tran sporta tion . 



 

 

 

● Provide ad m in istra tive  su pport to th e  Bu lk Fu el Han dler, in clu din g preparin g briefin g 
m ateria ls, trackin g project t im elin es, an d m ain tainin g con fiden tial records. 

● Assist de partm en tal team s (En viron m en t, Asset Man agem en t, Com m u n ication s, an d Hu m an  
Resou rce s) with data  en try, report com pila tion , an d coordin ation  of cross-de partm en tal 
in itia tives. 

 

Qualifications:  
● Completion of post -secondary education in Office Administration, Business Administration, is 

considered an asset.  

● Experience working with an Indigenous organization and understanding of First Nations 
cultures is considered a significant asset.  

● Proficiency in computer operations, including Microsoft Office Suite, Adobe, and Google Suite.  

● Self-motivated with exceptional verbal and written communication abilities.  

● Strong interpersonal skills with a friendly, professional demeanor and proactive approach.  

● Excellent organizational and time management abilities, with the capacity to manage multiple 
priorities and meet deadlines.  

● Ability to work independently with minimal supervision as well as collabor atively within a team 
environment.  

Conditions:   
● Reliable and insured vehicle and valid Ontario class G driver’s license.  

● Some out -of-town traveling is required through the province of Ontario.  

 
* Please note that openings are limited and may close once fil led. Preference will be given to qualified First Nations 
applicants for any employment opportunities, following the Ontario Human Rights Code. *  
 
 

Come join our growing  
organization!  

• • • • • 
Abi wiijii’en ndo  

wiiji -nakiindwin myaajiiging  
• • • • • 

Taskwatia’táhrhahs ne onkwentióhkwa  
né:ne iotehiahróntie!  

 
 

At OFNTSC, we value diversity, equity and inclusion and strive to create a safe, respectful workplace. In accordance with OFN TSC’s 
Accessibility Policy, the Ontario Human Rights Code, and the Accessibility for Ontarians with Disabilities Act, candidates may make a confidential 

request for accommodations during the recruitment and selection process. For a confidential inquiry or to request an accommod ation 
during any phase of the recruitment and se lection process, please contact Human Resources at humanresources@ofntsc.org , or by calling 

1-226-493 -0225. 

mailto:humanresources@ofntsc.org


 

 

 

 

APPLY HERE 
If you are passionate about supporting First Nations communities and possess the necessary skills and qualifications, please 
submit your resume and a cover letter outlining your suitability for the position. Please upload your documents and label as 
[LastN ame_FirstName_Bulk Fuel Administrator] .  

We thank all applicants, however, only those receiving an interview will be contacted.  
 

https://ofntsc.org/jobs/

