
 
 

          September 10, 2024  

 

Kwey Kitigan Zibi Anishinabeg membership,  

 

Enclosed is the delegation of Council portfolios for the newly elected Council as of 
September 9, 2024.  

 

Migwech,  

 

Chief Jean Guy Whiteduck 
819-449-5170 ext.1001 
Jean-Guy.Whiteduck@kza.qc.ca 



 
 

KZA Band Council Portfolio Holders 
 

Chief Jean Guy Whiteduck  

Council spokesperson, Education, Land Claim issues and infrastructure.  

Councillor Anita Tenasco  

Community Services, Housing/Repairs and Finance 

Councillor Victoria Lynn Tenasco 

Algonquin Language, Post-Secondary Education, Communication and sharing the Health 
and Social Services portfolio with Councillor Celine Whiteduck.  

Councillor Celine Whiteduck 

Health and Social Services, Elders/Youth issues, and Recreation  

Councillor Andrew Decontie 

Economic Development, Employment, Urban Reserve land search/acquisition (work on 
feasibility plan for KZA shopping mall)  

Councillor Frank Meness  

Policing and Legal Issues, Hydro Quebec negotiations, Human Resources issues, Trust 
Accounts and off reserve land issues.  

Councillor Gordon McGregor  

Forestry and Natural Resources (Moose File)  



 
 

Contact information for KZA Chief and Council  

Chief Jean Guy Whiteduck 
819-449-5170 ext. 1001 
jean-guy.whiteduck@kza.qc.ca  
 
Councillor Andrew Decontie 
andrew@decontieconstruction.ca 
 
Councillor Gordon McGregor  
g.mcgregor@xplornet.ca 
 
Councillor Frank Meness 
fmeness@gmail.com 
 
Councillor Anita Tenasco 
anitajeantenasco@gmail.com 
 
Councillor Victoria Lynn Tenasco  
v_tenasco@hotmail.com 
 
Councillor Celine Whiteduck 
cwhiteduck1717@gmail.com 
 
 
 

 



 

   KITIGAN ZIBI ANISHINABEG 
                                       
   P.O. Box 309, Maniwaki, QC J9E 3B1 Tel: (819) 449-5170  Fax: (819) 449-5673 

 
 

September 5th, 2024 
JOB OPPORTUNITY – 2nd Posting 

Communication and Engagement Coordinator 

LOCATION:  Kitigan Zibi Anishinabeg Territory 
WORK SCHEDULE: 35 hours per work week, Monday to Friday  

(May be required to work overtime)  
 

TERM:   Contract ending March 31st 2026 
SALARY:  Level 5 – Range to be determined based on experience  
 
The Natural Resource and Wildlife Office (NRWO) is currently accepting applications for a 
communications and engagement coordinator.  The selected candidate will work under the 
supervision of the NRWO Manager and the Conservation Coordinator.   
 
The Communication and Engagement Coordinator is responsible for the development and 
implementation of a strategic communication and engagement work plan, with focus on 
biodiversity and conservation planning process.  Core work areas include: 

 Advocacy communications 
 Media outreach 
 Content generation 
 Oversight of social media campaign to generate support 
 Oversight of KZA community and regional engagement process. 

 
Mandatory requirements: 
 

 College diploma is required; University degree is an asset. 
 Experience in Indigenous-led campaigns or creative work. 
 Experience developing and implementing communications plans that shape public policy. 
 Demonstrated experience in communications, marketing, or related discipline. 
 Proven record of securing media coverage. 
 Ability to manage social media campaigns that advance strategic goals. 
 Organized, self-motivated and self-reliant, strong interpersonal and communication skills. 
 Knowledge and awareness of KZA culture, practices, traditions and community. 
 English oral, reading and writing skills. 
 French oral, reading and writing skills required. 
 Experience working with Indigenous communities, including experience in Indigenous and 

participatory approaches to communication. 
 Strong measuring, analysing, and reporting on digital, virtual, or in-person engagement. 
 Organized and detail oriented.  
 Standard office computer literacy, Word, excel, instant messaging and use of the Internet 

and ability to keep current on software usage. 



 Valid Quebec Driver’s License with no restrictions; Must be 21 years of age with three 
years of experience to be an insured driver with a band vehicle; (must maintain driver’s 
licence throughout employment); 

 Legally able to work in Canada. 
 No Criminal conviction related to the field of work. 

 
All KZA employees are obligated to sign a work Code of Ethics. 

 
Selection: 
 
If you are interested in applying for the position, please forward your: 

a) covering letter and current resume 
b) copies of diplomas/training 
c) copies of any designation or certification required 
d) a valid driver’s licence. 
e) contact information for 3 references 
f)  any other documentation 
 

to Janet Brascoupe, Employment/Training Officer, at the Community Services Office, 1 
Paganakomin Mikan, Maniwaki, Quebec, by Friday, Sept 20th 2024 at 12:00 p.m.   
 
Contact information: 
 
Email:   janet.brascoupe@kza.qc.ca 
Phone:   819-449-5170 
Fax:   819-449-5673 
 
 
If you have any questions please call Erik Higgins at (819) 449-5170 ext. 1800 or email at 
Erik.Higgins@kza.qc.ca 
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KITIGAN ZIBI ADMINISTRATION 
Communication and Engagement Coordinator 

JOB DESCRIPTION 

GENERAL INFORMATION 
Job Title  
Category 
Sector 
Location 
Terms 
Hours 
 
 
Salary  
Immediate supervisor 
Date of job description 

Communication and Engagement Coordinator 
Administrative 
Community Services  
Natural Resources and Wildlife Office 
Contract ending March 31st 2026 
35 hours per week 
Occasional overtime may be required (May be required to 
work evenings, weekends) 
Level 5 Range to be determined based on experience 
NRWO Manager (or to Conservation Coordinator) 
May 2024  

JOB SUMMARY 
 
Under supervision of the NRWO Manager, the Communication and Engagement Coordinator is 
responsible for the development and implementation of a strategic communication and 
engagement work plan, with focus on biodiversity and conservation planning process.  Core work 
areas include: 

 Advocacy communications 
 Media outreach 
 Content generation 
 Oversight of social media campaign to generate support 
 Oversight of KZA community and regional engagement process.  

 
 

RESPONSIBILITIES                       KEY DUTIES 
Engagement Process  Oversight and implementation of communications strategy; 

 KZA Community engagement and outreach; 
 Collaborate with regional partners on public campaign; 
 Implementation of the regional engagement strategy; 
 Ensure protocol and intent of the community and regional 

engagement packages are adhered to; 
 Plan, organize and carry-out meetings, activities and on-

line/virtual sessions; 
 Support the drafting of information and input into 

overarching biodiversity plan; 
 Support presentation of the draft conservation proposal. 
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Media Outreach  Design and execute media outreach strategy 
 Manage media platforms related to the project 
 Co-ordinate and draft rollouts of reports, polls, 

announcements; 
 

Social Outreach 
Campaign 

 Content generation; blog posts, newsletter and social 
media content; 

 Filter/screen social media content for use in the project; 
 Upload blog posts, releases, videos; 
 Maintain website and up-dates; 
 Coordinate and work with contracted agents on an as 

needed basis, such as photographers, filmmakers, graphic 
designers, printing companies etc.; 

 Create impactful virtual content, tailored for diverse digital 
platforms in line with mission. 

Administrative Duties  Respond to requests for information from the public via 
phone, email, and social media; 

 Collect, analyze, and report on social media, website, and 
newsletter metrics;  

 Maintain regular, timely, and professional communications 
with the project team; 

 Provide administrative support such as scheduling 
meetings, maintaining folder and file systems, taking 
minutes, developing and tracking work plans, etc.; 

 Build a database of partners, stakeholders and media 
relations; 

 To foster, develop, promote, and maintain relationships and 
partnerships with stakeholders; 

 Complete and submit invoices and receipts as required; 
 Maintain an active record of communications budgets. 

 
ACCOUNTABILITY 

 Accountable to ensure the voices and concerns are heard and incorporated; 
 Accountable to follow Engagement Process; 
 Accountable to employer and funding agencies; 
 Accountable to remain current knowledge and expertise in the field; 
 Accountable to uphold KZA policies, Safety regulations, Privacy Laws and Code of Conduct. 

  
WORKING RELATIONSHIPS 

Interpersonal 
relationships  

 Establishes and maintains positive working relationships with 
coworkers, clients, community members and partners; 

 Exercise sound judgement; 
 Flexible; 
 Self-motivated and self reliant; 
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 Effective communicator both verbally and in writing;   
 Service and goal oriented; 
 Strong interpersonal skills and ease in building respectful, 

collaborative relationships. 
Leadership                                                             Strong stewardship ethics; 

 Ensures safety protocols are met; 
Takes initiative for project development; 

 Ability to co-ordinate and oversee contractors and or 
employees; 

 Ability to maintain confidentiality is required for this position. 
Team work                                                                                     Comfortable working independently as well as part of a 

creative team; 
 Participates in meetings as required. 

Training                                                                                           Willing and ready to learn; 
 Attends professional development workshops. 

 
ENVIRONMENTAL FACTORS 

Deadlines   Meets work objectives within established time frames; 
 Strong project management skills, including managing 

timelines, prioritizing workload, overseeing content launches, 
developing communications plans, etc.; 

 Ensure project deliverable are met in required timeline; 
 Manages and ensures projects and priorities are responded to 

on time. 
Mental and physical 
effort 

 Manages medium level stress and multi-tasks daily. 

Working conditions 
 

 Mostly office work with meetings outside of office space; 
 Travel and time on the land is anticipated. 
 

Cultural competency  Knowledge and awareness of KZA culture, practices, traditions 
and community; 

 Willing and ready to learn; 
 Knowledge of territory. 

  
QUALIFICATIONS REQUIRED 

Experience and 
Education  

 College diploma is required; University degree is an asset. 
 Experience in Indigenous-led campaigns or creative work. 
 Experience developing and implementing communications 

plans that shape public policy. 
 Demonstrated experience in communications, marketing, or 

related discipline. 
 Proven record of securing media coverage. 
 Ability to manage social media campaigns that advance 

strategic goals. 
 
 



Communications and Engagement 2024 Page 4 
 

Core Competencies  
Skills and Knowledge 
 

 Excellent writing and editing skills and excellent oral 
communication skills. 

 Experience working with Indigenous communities, including 
experience in Indigenous and participatory approaches to 
communication. 

 English oral, reading and writing skills. 
 French oral, reading and writing skills required. 
 Strong measuring, analysing, and reporting on digital, virtual, 

or in-person engagement. 
 Organized and detail oriented.  
 Standard office computer literacy, Word, excel, instant 

messaging and use of the Internet and ability to keep current 
on software usage. 

Conditions of 
employment require 
the candidate to 
maintain these 
licences/certification 
throughout 
employment 

 No Criminal conviction related to the field of work; 
 Valid Quebec Driver’s License with no restrictions; Must be 21 

years of age with three years of experience to be an insured 
driver with a band vehicle; (must maintain driver’s licence 
throughout employment); 

 Must follow and enforce all safety precautions and protocols; 
 Legally able to work in Canada.  

 























Kitigan Zibi Education Sector – PSSSPO Job Description 
 

    
 

JOB OPPORTUNITY - 1st Posting 
Sept 4, 2024 

 

 

 

POSITION:  Post Secondary Student Support Program Officer 

 

LOCATION:  Kitigan Zibi Education Sector Administration Office 

 

TERM:  Indeterminate position. Full time 

                                35 hours per week. Monday to Friday 

 

SALARY:  $45,099.60 – 66,739.40 annually (QESB Job Code #4208) 

                                Salary to be based on the experience according to the Quebec 

English School Salary Scale 

  

 

PREAMBLE:    

Under the supervision of the Director of Education, the Post Secondary Student 

Support Program Officer is responsible for servicing all KZA Post Secondary 

students; administering and processing all student funding applications for full-

time or part-time assistance; maintenance of student records and tracking of 

students; and providing coordination and administrative support for the Post 

Secondary Student Support Program.   

 

If you are interested in applying for this position and are able to demonstrate that 

you meet the requirements, please present your covering letter, updated resume, 

proof of education/training, and a copy of your driver’s license to the attention of 

Anita Stevens at the KZES Admin Office by Thursday, September 19, 2024 

at 4:00 pm. 
 

Contact information: 

Email: anita.stevens@kza.qc.ca 

Phone: 819-449-1798  

Fax:  819-449-5570 

Location:    KZES Admin Office (37 Kikinamage Mikan, Maniwaki QC J9E 3B1) 

 

Only persons meeting the mandatory requirements will be considered for an 

interview. Failure to provide all the necessary documentation before the deadline 

will be considered an incomplete application.  

 

Preference will be given to Kitigan Zibi Anishinabeg Band members in accordance 

to the Kitigan Zibi Anishinabeg’s Preferential Hiring Policy.  
 

 

mailto:anita.stevens@kza.qc.ca


Kitigan Zibi Education Sector – PSSSPO Job Description 
 

 

  KITIGAN ZIBI EDUCATION SECTOR 

 

Post Secondary Program Officer 

 
Job Description 

 

 GENERAL INFORMATION 
Job Title : Post Secondary Student Support Program Officer 
Category : Administration 

Sector : Kitigan Zibi Education Sector 
Location : Kitigan Zibi Education Administration Building 

41 Kikinamage Mikan, Maniwaki, Quebec 
Terms : Indeterminate  
Hours : 35 hours per week 
Salary : $45,099.60 – 66,739.40 annually  

Range to be determined on experience (QESB Job Code #4208) 
Immediate Supervisor : Director of Education 

Date of Job Description : September 2024 
SUMMARY 

Under the supervision of the Director of Education, the Post Secondary Student Support 
Program Officer is responsible for servicing all Kitigan Zibi Anishinabeg (KZA) Post 
Secondary students; administering and processing all student applications; maintenance of 
student records; assisting with the coordination and administrative support for the delivery of 
the KZES Post Secondary Student Support Program (PSSSP).   
 

KEY DUTIES 

Responsible for ensuring that the Post Secondary Student Support Program Policies for 
College and University are fairly and equitably adhered to in the delivery of the Post 
Secondary Program to all eligible KZA applicants. 

• Receives incoming applications for full-time and part-time assistance from students on 
an on-going basis, and processes applications in a timely manner.  

• Ensures that all applications have been fully and accurately completed and all pertinent 
documentation is included. 

• Provides information to Post Secondary students regarding policies, fees, and 
application procedures.  

• Maintains knowledge on Post Secondary issues that may impact KZA Post Secondary 
students and periodically provides academic guidance to students. 

• Sends sponsorship letters by email or fax to notify schools that students are funded for 
the fall, winter and/or summer semesters. 

• Ensures that full-time funded students are attending school on-campus for at least 12 
hours per week (or 4 courses per term) by obtaining student Schedules/timetables for 
student files. 

• Communicates with Post Secondary institutions as required to obtain invoices, 
administrative forms, final transcripts, etc. 

• Ensures that all requisitions for monthly allowances, books, reimbursements are 
processed to the Director of Education for approval in a timely manner. 

• Controls and keeps a record of payments of tuition fees and monthly living allowances. 
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• Updates the Post Secondary Student Support Program: College and University 

Policies on an annual basis in accordance with the Indigenous Services Canada (ISC) 
national guidelines. 

• Occasionally circulate flyers or important information to Post Secondary Students 
regarding opportunities, dates and deadlines related to the PSSSP. 

• Answers student requests for remaining full-time funding availability. 
• Regularly follows-up with students following each term to obtain final 

grades/transcripts.  
• Provides recommendations to the Director of Education for any Post Secondary 

Program Policy amendments.  
• Ensures that all documents are filed. 
• Maintains a spreadsheet or tracking system of all current students along with a 

checklist of all incoming grades and schedules each semester.  
• Enters Post Secondary data into the CANO database system on a daily basis and 

ensures that all information entered is valid and updated when necessary. 
• Attends meetings related to Post Secondary Institutions issues. 
• Schedules Post Secondary Institutions visits to liaise and support Post Secondary 

Students.  
 

ACCOUNTABILITY 
▪ The Post Secondary Student Support Program Officer is accountable to all relevant 

KZA/KZES policies: KZA Code of Ethics, KZA Oath of Confidentially. KZES 
Policies and Procedures Manual, KZA Human Resources Manual and Privacy 
Laws. 

 
CONTACTS 

▪ Maintains positive relationships with students, clients, co-workers and community 
members. 

 
MANAGERIAL/SUPERVISORY 

Human Resources: ▪ Addresses work place issues that occur in a timely manner. 
▪ Participates in staff meetings and trainings. 
▪ Maintains confidentiality and respects all laws regarding the 

upholding of privacy in the workplace. 
Financial Resources: ▪ N/A 
Material Resources: ▪ N/A 

ENVIRONMENTAL FACTORS 
Psychological and 

Physical Effort: 
▪ Manages medium level stress and multi-task daily. 
▪ Mental alertness to changing and challenging situations. 

Working Conditions: ▪ Works in an office setting. 
▪ Required to attend professional workshops, staff meetings, 

workplace safety training within KZA and may be required to 
travel outside of the community. 
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INCUMBENT QUALIFICATIONS 
Education and 

Experience 
▪ Completion of High School diploma with 5 years office 

experience, OR 
▪ Completion of DEP/Vocational studies with 3 years office 

experience, OR 
▪ Completion of College or University. 

INCUMBENT COMPETENCIES 
Knowledge: ▪ Knowledge and awareness of the KZA culture and 

community. 
▪ Knowledge of KZES Schools and buildings. 
▪ Knowledge of University and College institutions and 

programs. 
Abilities: ▪ Able to work fluently in English. Algonquin and French an 

asset. 
▪ Strong ability to multi-task, organize and prioritize work. 
▪ Ability to take direction from supervisor and willingly act on 

that direction. 
▪ Ability to handle and prioritize multiple concurrent 

deadlines. 
▪ Willingness to receive updated training. 
▪ Legally able to work in Canada. 

Personal Suitability: ▪ Excellent work attendance and interpersonal communication 
skills to liaise with the students and staff. 

▪ Respectful. 
▪ Reliable. 

Certification/Licenses 

to maintain for 

duration of 

employment: 

▪ Enhanced Criminal verification for vulnerable persons will 
be required if considered for the position.   

▪ Valid Driver's license and ability to maintain throughout 
employment. 

▪ Valid First Aid and CPR Training Certification or ability to 
undergo training within 3 months of being hired. 



Kitigan Zibi Anishinabeg Cultural Education 
Centre 
54 Makwa Mikan 
Maniwaki, Quebec J9E 3B1 
Phone 819-441-1655 Fax 819-441-2665 

*** Leather Glove Workshop ***

10 spots available.  1 set only. 

It will be starting Wednesday September 18, 2024.  It will run 
for 6 weeks starting Sept 18 and then twice a week on Monday 
Sept. 23 and 25, October 2, 7, 9, 16, 17, 21, 23, 28 & 30.

If you plan to come to one class and work on your gloves from 
home, that is okay but please notify us so your spot can be 
used by someone who needs to attend the classes. 

 Start Date: 

Place: 

Time: 

Duration:

Wednesday September 18, 2024 and 
continue September 23, 25, October 2, 
7, 9, 16, 17, 21, 23, 28 & 30.

Cultural Centre 

6:00 PM to 9:00 PM 

6 weeks

Call in to register your name with Sylvia at 819-441-1655.



In Anishinàbemowin there are two classes of nouns. These are called ANIMATE and INANIMATE.
This means that the language treats the noun as if it were alive or not alive and not that it
really is alive or not. Classify these nouns into their proper category by writing animate or
inanimate on the lines provided.

1. odàbàn ________________
2. animosh ________________
3. wìsiniwàgan _____________
4. okàd ____________________
5. ikwe __________________
6. nibàgan ___________________
7. pineshì __________________
8. makwa ____________________
9. nibì ____________________
10. wigwam ___________________
11. anagosh _________________
12.tesibiwàgan ________________
13. ikiwenzì _________________
14.wàwàshkeshì _______________
15. ozid ___________________
16.  kìwsens __________________
17. anagabeshàgan ____________
18. mitig ____________________
19. kàjagens ________________
20. anìbìsh __________________

LESSON 1: CLASSES OF NOUNS

 Complete the following and drop it off at the Cultural Center or email a picture of it
to odaminowin2021@gmail.com for your chance to win a prize at the end of
September. TAKE A GUESS! MISTAKES ARE PART OF LEARNING! 

1. car             2. dog           3. table           4. leg          5.woman
6. bed            7. bird          8. bear            9. water       10.house
11.star           12. chair       13. old man      14.deer          15. foot
16. boy           17. pants      18. tree           19. cat            20. leaf 

The correct answersThe correct answers
will be included on thewill be included on the
winner's flyer at thewinner's flyer at the
end of Septemberend of September



Wom
an’s Full Moon

This event is open for all KZA women and young girls and other
registered First Nations community members. Transportation

may be arranged, please contact Mariah.Smith-
Chabot@kza.qc.ca or at 819-598-8247 for more information or

to arrange a pick up. 

Let’s join together to honor the upcoming Full Moon.
Tuesday September 17th, 2024

7:30 pm - 9:30 pm 
Wanaki Arbour

It is encouraged to bring your hand drums and/or rattles,
bundles, special items and ribbon skirt if you have one. 

*There will be a limited supply of hand drums* 






























