
 

The Eeyou Istchee James Bay Regional Government (EIJBRG) represents an historical initiative aiming to harmonise 
the relations between Jamesians and Cree for the governance of the Eeyou Istchee James Bay territory located north of 
the 49th parallel.  This modern approach allows both communities to contribute meaningfully to the prosperity of this 
promising territory by exercising the municipal management and land management authority over the largest territory in 
Quebec.  

It is in this context that the EIJBRG is looking for a dynamic, dedicated and motivated person to fill the position of  
Administrative Assistant in Matagami. 

MAIN DUTIES 

 Planning and completing word processing work; 

 Preparing various meetings; 

 Proofing and assembling documents; 

 Opening, filing, downgrading and archiving the files of his/her 
department; 

 Replacing the reception attendant, when needed 
(correspondence, mail, telephone, reception, etc.); 

 Participating in the logistics related to the organisation of 
Council meetings; 

 Participating in the organisation of the necessary documents 
for the Council meetings; 

 Providing an administrative support, namely in the 
preparation of various documents; 

 Performing any other related duties. 
 

  NECESSARY SKILLS 

 Diploma of vocational studies (D.E.P.) in secretarial 
techniques, office technology or any other combination of 
training and experience that is deemed equivalent; 

 Minimum 2 years of experience in a similar position; 

 Great proficiency with the main software of the Office Suite; 

 Knowledge of the Syged software is an asset; 

 Demonstrating independence and excellent organisational 
skills; 

 Excellent written and spoken communication skills; 

 Excellent knowledge of the French language, both written and 
spoken; 

 Knowledge of the English language is an asset. 
 

  WORK CONDITIONS 

• Permanent full-time position (35 hours per week); 
• Salary between $52,289 and $63,700 according to experience 

and abilities; 
• Competitive benefits, including an annual isolation allowance 

of $7,000, a defined benefit pension plan and a group 
insurance plan. 

 

APPLICATION  

 
You can apply for this position by email before  

April 14, 2023 at the following address: 

 

rh@greibj-eijbrg.ca 

 

EMPLOYMENT OPPORTUNITY 
ADMINISTRATIVE ASSISTANT 

 
According to the Agreement on the governance in the Eeyou Istchee James Bay territory, the EIJBRG will facilitate the access for Cree 

beneficiaries to the employment opportunities along with their training and professional development. 
 




