Mississauga First Nation

Job Posting
POSITION: Literacy Coordinator
DEPARTMENT: Education
CIRCULATION: Level Il
ACCOUNTABILITY: MFN Education Director
HOURS OF WORK: 37.5 hours per week — this Is a contract for Maternity Leave replacement
PREFERENCES: Person of Aboriginal Descent
TENTATIVE START DATE: February 14, 2012
APPROVED: September 7, 2011 - revised January 11, 2012

JOB PURPOSE / SUMMARY

To plan, organize, direct, control, evaluate and coordinate the Literacy Program for Mississauga First Nation,
Serpent River First Nation and Sagamok Anishinawbek. To supervise the Librarian and three (3) Literacy Instructors
and ensure resources are secured for successful implementation of the Program. The Literacy Program goal is to
promote adult literacy incorporating Aboriginal culture and traditions.

KEY JOB FUNCTIONS
Coordination

- Develop and coordinate the Literacy Program according to funding and program guidelines

- Coordinate internal and external resources to assist in the delivery of literacy programs

Participate in team meetings and activities to develop working relationships and joint programming
- Develop programs to increase literacy levels of the identified communities

- Develop and present reports to First Nation communities as required

- Develop and review operational policies and procedures for the literacy program

- Develop and implement evaluation tools to evaluate the program on a regular basis

- Develop promotional literacy campaigns in cooperation with each First Nation specific to their needs
- Coordinate annual network meeting with partnering agencies to evaluate partnerships and program
- Coordinate and facilitate bi-monthly Literacy Instructor meetings

- Coordinate and facilitate quarterly education directors meetings with the participating First Nations

Financial Management

- Develop and monitor the Literacy and Library Program budgets to ensure fiscal responsibility

- Prepare proposals and submit applications for funding for program delivery

- Prepare cheque requisitions and purchase orders for approval in accordance with the finance policy
- Purchase supplies required for program delivery

- Prepare and submit all financial reports to any agency providing funding support as required

Administrative

- Ensure completion of administrative tasks as required

- Prepare correspondence, briefing notes and reports as required

- Prepare an annual work plan and monthly report based on the work plan

—= Prepare an annual business plan and report monthly statistics to MTCU

- Prepare for the bi-yearly monitoring visits from MTCU

- Establish work priorities, delegate work to staff and ensure deadlines are met and procedures are followed
- Develop and maintain a record keeping system for the program in accordance with guidelines

- Maintain the Inventory Database monitoring equipment and supplies for all sites

- Maintain the client referral process
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- Develop and maintain a cooperative team approach

- Incollaboration with Supervisors and Human Resources Director, assist in employee recruitment, discipline

and discharge as described in the Personnel Policy and Procedures Manual
- Ensure orientation of new staff members
- Supervise, monitor, coach and direct all program staff
- Ensure time sheets and other appropriate forms are submitted as required
- Establish monthly staff meetings and submit monthly reports as required
- Monitor and approve staff schedules including staff leave — sick time, etc.
- Evaluate staff upon completion of program and/or on an annual basis

- Report, review, or resolve all HR matters pertaining to payroll, leave, reports, and conflict to the supervisor

QUALIFICATIONS
Minimum Education Requirements

- Post-Secondary Diploma in social services, teaching or business administration field
- Minimum of two (2) years experience managing budgets, programs and employees

Minimum Experience Requirements

- Experience developing proposals, work plans and policies & procedures
-  Experience writing reports

Knowledge Regquirements

- Knowledge & understanding of Adult Literacy Education, Aboriginal Literacy & Aboriginal Education issues

- Knowledge and understanding of Aboriginal culture and traditions
Special Skills

- Excellent organizational and time management skills

- Excellent conflict resolution skills

- Excellent oral and written communication skills

- Excellent interpersonal skills

- Ability to work independently and within a team environment
- Excellent computer skills with MS Office software

Other Requirements

- Must provide a clear CPIC with Vulnerable Sector Verification
- Must be able to work flexible hours

- Must have a valid Driver’s License and access to a vehicle

Interested applicants may submit their covering letter, resume and three (3) work related references to:

Tania Johnston, CHRP, Director of Human Resources
Mississauga First Nation

P.O. Box 1299, Blind River, ON POR 1BO
taniajohnston@mississaugi.com

705-356-1740 Fax

Deadline: Friday, January 27, 2012 at 4pm

Full job description available upon request,

Miigwetch to all applicants however only those selected for an interview will be contacted.



Mississauga First Nation

Job Posting
POSITION: Adult Education Principal and Instructor
DEPARTMENT: Education
CIRCULATION: Level IV
ACCOUNTABILITY: MFN Education Director
HOURS OF WORK: 37.5 hours per week
PREFERENCES: Person of Aboriginal Descent
TENTATIVE START DATE: February 14, 2012 — this is a one year contract for a Maternity Leave
APPROVED: December 14, 2011

JOB PURPOSE / SUMMARY

The Adult Education Principal/instructor is responsible for the overall operation of the Adult Education School and
for providing academic course instruction to adult students to obtain credits towards their Grade 12 Diploma. The
Principal/instructor will assess students, develop student educational plans, develop lesson plans and relevant
curriculum and provide guidance and instruction to obtain academic credits. The Principal/instructor will also
manage the school following relevant Ministry of Education and Aboriginal Affairs and Northern Development

Canada guidelines.

KEY JOB FUNCTIONS

School Administration

Develop and coordinate the Adult Education Program according to funding & legislative guidelines
Prepare for and participate in school inspections and other quality assurance exercises

Prepare and report on student enrollment, number of credits granted, and other requirements, etc.
- Ensure school follows appropriate guidelines, funding and legislative requirements

Develop and maintain registration process, student records and other required documentation

- Coordinate internal and external resources to assist in the delivery of adult education program

- Monitor and follow operational policies and procedures for the program

Develop and implement evaluation tools to evaluate the program and courses on a regular basis
Promote adult education program in the community

- Grant credits towards Ontario Secondary School Diploma

- Participate on internal and external committees and groups in support of the program

Collaborate with other teaching professionals in the development of the program and courses
Student Administration

- Register and orient students for the school

- Provide academic counseling

Formally grade and/or mark student work

- Administer and interpret assessments

- Develop realistic and attainable educational plans with students

- Assist students with remedial courses to achieve GED requirements

Instruction

- Prepare classroom material for individual and group instruction

- Develop curriculum and lesson plans for classroom and individual instruction based on learners’ needs
- Research and develop courses to meet students’ needs

- Provide one-on-one and/or group instruction on various subjects based on students’ goals and assessments
- Maintain classroom order and resolve conflicts to promote learning

- Adapt instruction design to various learning styles

- Research and select appropriate learning tools

- Monitor student progress and provide interventions as required

- Prepare and administer written, oral and/or performance tests to measure outcomes

- Evaluate student outcomes through formal and informal assessments

- Maintain student confidentiality

- Plan and supervise class projects, field trips, guest speakers, contests and other activities
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Financial Management
- Develop and monitor the Adult Education Program budget to ensure fiscal responsibility

- Prepare proposals and submit applications for funding for program delivery

- Purchase supplies required for program delivery following Finance Policy guidelines

- Prepare and submit all financial reports to any agency providing funding support as required

Reporting

- Prepare correspondence, briefing notes and reports as required to supervisor, Ministry of Education, etc.
- Prepare an annual work plan and monthly report based on the work plan

- Establish work priorities and ensure deadlines are met and procedures are followed

- Develop and maintain a record keeping system for the program

Other Duties
- Other duties as required and assigned

QUALIFICATIONS

Minimum E tion Requirements

- Minimum of a B’ Education and Ontario Teaching Certificate with Intermediate Education qualifications
- Member of the Ontario College of Teachers in Good Standing

Minimum Experience Requirements

- Minimum of one (1) year teaching experience

- Experience preparing lesson plans, developing curriculum and managing classrooms
- Experience developing proposals, work plans and policies and procedures
Knowledge Requirements

- Knowledge and understanding of Adult Education and Aboriginal Education issues
- Knowledge of the Education Act, Ministry of Education Policies and Procedures

- Knowledge of Diploma requirements for Grades 9 to 12

- Knowledge of Adult assessments and testing procedures

- Knowledge and understanding of Aboriginal culture and traditions

Special Skills

- Excellent organizational and time management skills

- Excellent conflict resolution skills

- Excellent oral and written communication skills

- Excellent interpersonal skills

- Excellent facilitation skills

- Excellent computer skills with MS Office software

- Excellent Financial management skills

- Ability to work independently and within a team environment

Other Requirements

- Must provide a clear CPIC with Vuinerable Sector Verification

- Must be able to work flexible hours

- Must have a valid Driver’s License and access to a vehicle

Interested applicants may submit their covering letter, resume, three (3) work related references and clear CPIC to:

Tania Johnston, CHRP, Director of Human Resources
Mississauga First Nation

P.O.Box 1299, Blind River, ON POR 1BO
taniajohnston @mississaugi.com

705-356-1740 Fax

Deadline: Friday, January 27, 2012 at 4pm
Full job description available upon request.

Miigwetch to all applicants however only those selected for an interview will be contacted.



MISSWEZAHGING

Development Corporation
P.O. Box 310

Blind River, ON POR 1B0
Tel.: 705-356-1621

Ext: 2223 or 2216

Fax: 705-356-1740

THE WISDOM OF THE PAST
WILL GUIDE OUR FUTURE

EMPLOYMENT OPPORTUNITY

POSITION Community Activator

HOURS OF WORK 37.5

EMPLOYMENT STATUS 6 month contract full-time

ACCOUNTABILITY General Manager

CIRCULATION Level I
PREFERENCES Mississauga First Nation citizen or person of
Aboriginal Decent

TENTATIVE START DATE | February 3, 2012

DUTIES AND RESPONSIBILITIES:

1. Plan community-based recreation programs based on community’s needs and
interests

2. Enhance the volunteer capacity by actively advertising and recruiting for

volunteers to lead and support programs/events

Assist community groups in planning programs

Develop partnerships with other community organizations

Collaborate with other First Nations to plan and host train-the trainer recreation

planning sessions

6. Liaise with and respond to all community requests and inquiries with respect to
recreation programming

7. Organize, facilitate and chair community recreation committee meeting, prepare
agenda, materials and keep minutes

8. Research funding sources and recreation opportunities using the internet and other
information sources

9. Draft correspondence, project reports (interim and final) and financial reports
required to administer recreation programming in a timely and effective manner

nhkhw



10. Prepare updates and make recommendation on recreation issues for the Band
Council and the Misswezahging Development Corporation

11. Coordinate community fund raising to assist in the cost of programming and
servicing _

12. Some light cleaning of exercise equipment and other areas within the Sports
Complex

QUALIFICATIONS:

1. College diploma or degree in Sports and Recreation preferred

2. Knowledge of First Nation culture and experience working within a First Nation

3. Previous experience working within a recreation/sports environment

4. Clear understanding of community based recreation programming

5. Strong communication skills both oral and written

6. Knowledge of computer programs

7. Able to work in a team setting and alone

8. Must be able to promote a friendly client based environment and work with
various individuals

9. Must be able to travel

10. Should be willing to work flexible hours to accommodate programming

11. Working in an office environment will be an asset

Please send resume to:

Wilma Bissiallon
General Manager
P. 0. Box 310
Blind River, ON

Or drop of your resume at:

64 Park Road
Mississauga First Nation

CLOSING DATE: January 27, 2010

Only those being interviewed will be contacted.



Call for Tenders

The work to be completed will be at:

12 A Richards Lane

- Wash all walls, ceilings, frames, window sills and trim.
- Repair damaged drywall, holes throughout the home.

- Paint all walls, ceilings, frames, window sills and trim.
- Wash windows inside and out.

- Wipe down cupboards in kitchen, bathroom and closets.
- Clean bathtub areas, toilets and sinks.

- Wash laminate flooring with proper solution.

- Replace all electrical covers.

- Replace lighting fixtures throughout home. Amount:
- Remove all debris from interior & exterior of the unit.

Number of Days:

Deadline date for tenders: Wednesday January 25, 2012 @ 12:00 noon.

Labor costs ONLY.

Indicate in your bid the number of days it will take to complete the work.
Contractors must provide their own tools, equipment and own insurance.
Successful contractors will also be required to provide quality of workmanship
and a warranty on the work completed.

* There will be no change in the amount agreed upon in the signed contract.

* K ¥ *

All bids must be submitted in a formal manner.

Submit your bid in a sealed envelope with bid address and deliver to the office, mail, fax
or email to:

Monica McGregor

Housing Manager — Mississauga First Nation

PO Box 1299,

Blind River, ON POR 1B0

Phone: 705-356-1621 ext 2217 Fax: 705-356-1740

Email: monica@mississaugi.com

MISSISSAUGA FIRST NATION

P.O. Box 1299 » Blind River, Ontario ° POR 1B0 ° Tel.: (705) 356-1621 = Fax: (705) 356-1740 ° Toll Free: 1-877-356-1621



Re pas-l-ed

Call for Tenders

The work to be completed will be at:

17 Ella Drive

Crawlspace:
- Reroute dryer duct & vent to another location as
indicated below under “interior of unit”
- Install vapour barrier material & ensure that all seams
are sealed.
- Provide & install cross bridging midway of joist spans
where missing.
Interior of Unit:
Laundry area — provide alternate location for dryer duct to be
located. Do not go through flooring. Utilize wall space &
closet space in behind laundry area. Run duct through exterior
wall on the main floor. Ensure that penetration in building
envelope is sealed properly. Amount:

Number of Days:

'J'anumg, 27 2642

Deadline date for tenders: @ 4:00 pm

Labor costs ONLY.

Indicate in your bid the number of days it will take to complete the work.
Contractors must provide their own tools, equipment and own insurance.
Successful contractors will also be required to provide quality of workmanship
and a warranty on the work completed.

* There will be no change in the amount agreed upon in the signed contract.

* K ¥ *

All bids must be submitted in a formal manner.

Submit your bid in a sealed envelope with bid address and deliver to the office, mail, fax

or email to:

Monica McGregor Housing Manager — Mississauga First Nation
PO Box 1299,

Blind River, ON POR 1B0

Phone: 705-356-1621 ext 2217 Fax: 705-356-1740

Email; monica@mississaugi.com




NIIGAANIIN

' Client & Community. Information

January 25, 2012

Important Dates

Niigaaniin Clients

NCOME STATEMENTS are due on

Ithe 16" of each month. Late income
statements will result in late cheque
release.

FOR HEALTH CARD RENEWAL OR
APPLICATION : Mon-Fri 8:30 a.m-5:00 p.m.

Where? 62 Queen Avenue (Old MNR
Building) Blind River, ON

NO APPOINTMENT NECESSARY.

Social Insurance Card Applications and
Replacements can be done every 2™ Wednesday
of the month, next date is FEB 08/12.

Where? Old MNR Building in Blind River,
ON . Replacement cards cost $10.00

Clients: Please report any changes to
circumstances, someone moving in or
out, change of phone #, leaving the
area, etc.

For more details on job posting summary call
356-1621 ext 2351 or visit Niigaaniin. Check
out Employment Solutions for more jobs:
www.employment-solutions.ca : also has links to
all newspapers in our NSTC area, Toronto Star
& Globe & Mail.

www.jobbank.ge.ca - for jobs in Ontario and
Canada wide.

Community members are encouraged to use
Niigaaniin’s Resource Library for job searches
and resume help. Call or visit Alesia Boyer at
(705)356-1621 ext#2237 in Niigaaniin. Alesia
can help with job searches, polish and update
resumes, also help seek training.

CAREER FAIR - OPPORTUNITIES IN
SKILLED TRADES

What? Serpent River FN Career Fair
When? Thurs. Feb 09/12

Time? 9:00 a.m. - 4:00 p.m.

Where? SRFN Community Centre

Who? Aboriginal students,
underemployed, youth at risk, but not
limited to this group.

How? Bus service departing from specific
locations - SSM, Sudbury & M’Chigeeng.

Call or stop in Niigaaniin if you are interested in
attending this event.

Workshops : February 08/12 - Location and
activity to be announced.

February 16/ 12 - Location: Sport’s Complex
Mandatory session for all Niigaaniin clients.
Lunch is provided. Topics and speakers to be
announced at a later date.

Niigaaniin : (705) 356-1621 ext.#2351 for more
information regarding this newsletter.
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