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JOB OPPORTUNITY 
    Open until filled 

   

 

POSITION:   Community Health Nurse  
LOCATION:   Kitigan Zibi Health and Social Services 
WORK SCHEDULE:    35 hours a week  
TERM:   Indeterminate – Full Time (6-month probationary period) 
SALARY: Level 7 (range based on experience)  
DUE DATE: Open until filled 
 

Under the supervision of the Nurse Team Leader, the Community Health Nurse provides 
comprehensive and culturally appropriate nursing care for eligible clientele, which is comprised of 
health assessments/intervention, community based public health promotion/education and 
referrals; provided in connection with family support/involvement and through various community 
resources/partnerships. 

PREAMBLE 

If you are interested in applying for this position and can demonstrate that you meet the mandatory 
basic requirements, please forward your: cover letter, updated resume, copy of your degrees 
and/or diplomas/certificates, three (3) work references and any documentation that will 
support you meet the mandatory qualifications. A police reference check will be required if 
considered for the position.  

Please provide your job application package to the attention of Myra Dumont, Human Resources 
Advisor, at the Human Resources Department. 

Contact information:  
Email:           Myra.Dumont@kza.qc.ca or hr.advisor@kza.qc.ca  
Phone:         819-315-0667 ext. 1601 
Location:      Human Resources Department – 315 Fafard Street, Maniwaki QC, J9E 3B4 
 

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 with the Kitigan Zibi Anishinabeg’s Preferential Hiring Policy. Applicants must 
possess the basic requirements at the time of the deadline.  

 

mailto:Myra.Dumont@kza.qc.ca
mailto:hr.advisor@kza.qc.ca
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KITIGAN ZIBI HEALTH & SOCIAL SERVICES 
 

Community Health Nurse  
Job Description 
 

 

 GENERAL INFORMATION 
Job Title : Community Health Nurse  

Category : Professional 
Sector : Kitigan Zibi Health & Social Services 

Location : Kitigan Zibi Health Center or as designated by Director 
8 Kikinamage Mikan, Maniwaki Quebec 

Terms : Full Time—Indeterminate  
Hours : 35 hours per week  
Salary : KZA Salary Scale Level 7  

 in accordance with the KZA Human Resource Policy 
Immediate Supervisor : Nurse Team Leader 

Date of Job Description : August 2024 

 

KZHSS MISSION STATEMENT 

Kitigan Zibi Health and Social Services offer a safe, equitable, and quality current service 
practice with qualified community professionals to encourage Kitigan Zibi Anishinabeg 
community members to take charge of their own health. 

 

CLIENT SERVICE RESULTS 
With the functional support, guidance and supervision provided by the Nurse Team Leader, 
the Community Health Nurse carries out a Community Health service as outlined by the 
Community Health Program Policies and Procedures for KZHSS. The Community Health 
Nurse provides comprehensive and culturally appropriate nursing care for eligible clientele, 
which is comprised of health assessments/intervention, community based public health 
promotion/education and referrals; provided in connection with family support/involvement 
and through various community resources/partnerships. 

 

KEY DUTIES 

The nursing practice within Kitigan Zibi is delivered within the Nursing Framework for Practice 
within Law 90 and l’Ordre des Infirmiers et Infirmieres du Quebec (Nurses Code of Ethics), 17 
reserved activities for nurses. 
 
Service Responsibilities: 
Under the direction, guidance and supervision provided by the Nurse Team Leader, the 
Community Health Nurse is responsible for: 
 

a. planning and delivering community health programs, taking into account the physical, 

social, spiritual, mental and environmental factors which influence each individual, 

family and community; 

b. delivering an immunization program in accordance to the Protocol Immunization 

Quebec and the KZHSS Immunization Policy and Procedures.  Also, ensuring to 

maintain a communicable disease-reporting program in collaboration with Nurse Team 

Leader; 



 

3 
 

c. delivering the following community health programs in accordance with the KZHSS 

Community Health Service Policy and Procedure Manual (Preconception Health, 

Prenatal Health, Maternal Newborn, Infant and Preschool, School Health, and 

Community Health Services); 

d. delivering community health services in group or individual settings such as the 

community health facility, the community hall, the community schools, home visits 

and/or other designated community sites; 

e. developing and maintaining positive relationships with the individuals, families, the 

KZHSS staff and the leaders of the community and clarifying KZHSS Service policies 

and professional requirements when required; 

f. supporting the KZHSS in the development of safe efficient health facilities/operations; 

and, 

g. meeting with or communicating via telephone with physicians, other nurses, nurse 

practitioners, optometrists, dentists, other health staff, and hospital authorities or other 

agencies involved in the care of KZA’s community members on a regular basis and as 

required. 

 
Jointly, with the Health Team, and in accordance to the terms and conditions of any 
protocols developed, the Community Health Nurse is responsible for: 
 
h. developing an annual community work plan based on the organizational strategic plan 

and reviewing and reporting on its progress annually; and, 
i. participating in the ongoing quality assurance process. 

 
 
Community Health Programs 
 
A) Preconception Health Services : 
 

a. establishing liaison between the program and school staff; 
b. providing service to all child bearing adults; 
c. providing an annual standardized preconception health curriculum to KZES as per 

KZHSS Community Health Service Policy and Procedures; and, 
d. with a prescriber’s license, offer smoking cessation program to all child bearing adults. 

Offering Contraception to those who are eligible.  
 
B) Prenatal Health Services 
 

a. providing extra support to pre-natal individuals considered "at risk" (as identified by the 
Prenatal Screening Form) and ensuring regular exams by their physician and/or 
Midwife are received; 

b. providing monthly prenatal screening and assessment clinics; 
c. conducting an in-depth family assessment on any “at risk” prenatal clients, their 

support and family; collaborating with other teams within KZHSS for support;  
d. providing a standardized prenatal class to all child bearing individuals of any age who 

are pregnant; 
e. provision of the Nutrition Voucher Incentive Program to those who are eligible; and, 
f. contraception, Smoking Cessation program with prescriber’s license. 
g.  

 
C) Maternal and Newborn Health Services 
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a. receiving a referral from CISSSO/Ontario/ other health facilities on all birthing persons 
and their newborns post discharge; 

b. working in collaboration with local midwife for postnatal follow-ups;  
c. providing post-natal information and consultations to parents; 
d. providing extra support to newborns considered "at risk" and ensuring they receive 

regular exams by their physicians, and/or, midwives; 
e. performing overall newborn health assessments based on the maternal/newborn risk 

assessment; 
f. providing health education and information to individuals and groups on subjects 

pertaining to child safety, child care, nutrition, breast/chest feeding, parenting, family 
planning, appropriate regular clinics, group sessions and/or making home visits as 
required;  

g. delivering an immunization program to ensure all newborns and infants are immunized 
as required where applicable; 

h. conducting follow up assessments using the ABCDaire Screening Tool and making 
referrals as necessary;  

i. provision of the ABCDaire Growth & Development and Nutrition Voucher Incentive 
Program; and, 

j. contraception, Smoking Cessation program with prescriber’s license.  
 

D) Infant and Pre-School Health Services 
 

a. participating in pre-school health screening clinics using approved Developmental 
Screening Tools (ABCDaire); 

b. conducting necessary screening for preschoolers (e.g. vision, hearing, and any others 
considered necessary) and completing initial health assessments when required; 

c. delivering an immunization program to ensure all preschoolers are adequately 
immunized; 

d. providing health education and information to parents regarding their child’s health 
status; where appropriate; 

e. conducting follow up and referring internally to other service providers within KZHSS, 
and/or external service providers as needed; and,  

f. provision of the ABCdaire Growth & Development and Nutrition Voucher Incentive 
Program. 
 

E) School Health Services  
 

a. Establishing liaison and conducting an annual teacher/staff in-service for 
communicable and infectious disease management and control; 

b. Conducting necessary screening for students (e.g. vision, hearing, and any others 
considered necessary) and performing health assessments when required; 

c. Monitoring the immunization status of all students attending the on-site community 
school; providing immunizations in school for eligible classes following the PIQ 
guidelines.  

d. Providing health education and information to the parents regarding their child’s health 
status; 

e. Obtaining health history, making referrals internally to visiting health professionals 
(family doctor, GMF nurse, therapist) and external when necessary with consent of 
parent. 

f. Providing health teachings such as: nutrition, chronic conditions, sex education, etc.  
g. Contraception, Smoking Cessation program with prescriber’s license. 
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F) Community Health Services 
 

a. provide health screening clinics to assist in identifying chronic diseases; provides 
teachings on preventing chronic health conditions;  

b. provide health education for chronic disease management to individuals or groups; 
c. assessing physical and social needs of chronically ill adults; following up, monitoring 

and making necessary referrals when required;  
d. coordinating and delivering routine immunization clinics as per KZHSS Community 

Health Services Immunization Program, PIQ Immunization Guidelines & Provincial 
Standards; 

e. ensuring the provision of a TB control program, utilizing First Nations and Inuit Health 
Branch (FNIHB) and KZHSS protocol to implement regular Tuberculin Skin Testing; 
liaising with physicians and completing recommended follow up;  

f. provides urgent and non-urgent essential primary health care services (e.g. minor 
procedures such as prescribed injections, suture removal with prescription, minor 
wound care); 

g. advocates for client needs and facilitates access to other health services by 
establishing linkages with appropriate service providers; referrals to appropriate care 
beyond the scope of nursing practice, assistance with obtaining health records from 
other service providers;  

h. treatment centre referrals in collaboration with NNADAP program; 
i. referring to foot care services when applicable; 
j. assisting with community health education displays monthly;  
k. assisting with community health promotion and prevention activities; and, 
l. monitors immunization storage, maintenance and ensures proper precautions and 

protocols are followed to avoid vaccine cold chain break (e.g. records fridge 
temperature twice daily). 

m. Assists with the bloodwork clinic 
 
 
Other Responsibilities 
 
Under the direction of the Nurse Team Leader, the Community Health Nurse is responsible 
for: 

a. reporting to the Nurse Team Leader on all matters pertaining to the Community Health 

programs; 

b. completing and submitting weekly, monthly, quarterly and annual statistics, 

correspondence and reports; preparing and submitting immunization statistical data. 

Completing all communicable disease reports and ensuring all data is submitted to 

Nurse Team Leader; 

c. completing and submitting an annual community prioritized work plan according to 

approved format; participating in the annual review and update; 

d. maintaining complete, accurate, and timely charting using the electronic health record 

system (Medesync);  

e. ensuring safekeeping of over the counter medications, supplies and vaccines; 

f. participating in community health meetings when necessary; 

g. participating in professional meetings, conferences, seminars, and reviewing 

professional literature for continuing development; 

h. providing Community Health Educational In-services to KZHSS employees, 

Community Health Service Workers; 

i. reporting on material learned at training seminars attended;  

j. meeting and planning as a team player with KZHSS team members; and, 
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k. providing guidance, field experience and supervision of student from nursing faculties 

when required. 

Organizational Responsibilities 
 
As a representative of KZHSS, the Employee is responsible for: 
a. reflecting and interpreting the KZHSS Vision, Mission and Core Values in his/her own 

work with enthusiasm and commitment; 

b. acting in accordance with relevant legislation and Policies, Standards and Procedures; 

c. proposing changes within KZHSS that would improve the quality of service to 

Anishinabe children, families and community; 

d. developing and maintaining respectful, cooperative working relationships to contribute 

to the integrated, seamless delivery of services to Anishinabe children, families and 

communities; 

e. understanding their role and responsibility in maintaining a safe workplace and 

reducing workplace injuries; 

f. applying Anishinabe culture, values, traditions and teachings into programming where 

possible; 

g. ensuring accuracy, confidentiality and safekeeping of agency records; and, 

h. participating in annual Performance appraisals. 
 
ACCOUNTABILITY  
 
The Community Health Nurse is accountable: 
 
a. for following the Medical Directives set out by KZHSS and CISSSO collaboration; 

b. for following all policies, standards and procedures set out by KZHSS & KZA; and, 

c. for maintaining relevant nursing knowledge, skills and leadership competence through 

continuing education 

To the professional governing bodies (Ordes des infirmieres et infirmiers du Quebec). 

 

KNOWLEDGE AND SKILLS 

▪ Theories, principles, and practices of current effective Nursing techniques (e.g. 
administering vaccines), case management, medication management, infection 
prevention & control, and adherence to all components of the nursing framework for 
practice within KZHSS. 

▪ Knowledge of provincial communicable disease prevention and management 
protocols (e.g. P.I.Q -Protocole d’immunisation du Quebec) and database reporting 
systems; (e.g. SI-PMI - systeme d’information en protection des maladies 
infectueuses). 

▪ Effective interpersonal communications skills, ability to build rapport with others. 
▪ Ability to be honest, non-judgmental, and non-intrusive, and to work as a team. 
▪ Ability to maintain professionalism, discretion and confidentiality at all times. 
▪ Able to uphold and promote KZHSS values, philosophy, ethics and integrity.  
▪ Knowledge of relevant Occupational Health and Safety standards and Accreditation 

Canada standards. 
▪ Knowledge of all relevant KZA/KZHSS policies: KZA Code of Ethics, KZHSS Code of 

Professional Ethics, KZHSS Policies and Procedures Manual, KZA Human 
Resources Manual. 

▪ Knowledge of governing provincial and federal legislative, regulatory and policy 
requirements specific to the delivery of Health and Nursing programs in the province 
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of Quebec, including but not limited to Privacy Laws, the Nurses Act, Law 90, An Act 
to Amend the Professional Code, as well as standards, guidelines, and policy 
positions of the Ordre des Infirmiers et Infirmieres du Quebec (e.g. Nurses Code of 
Ethics). 

CONTACTS 

▪ Maintains positive relationships with clients in providing community health nursing 
program and service delivery through family-centered practice. 

▪ Maintains effective working relationships with local health providers and community 
agencies to make referrals. 

▪ Collaborates with co-workers, and other community front line workers by participating 
in multidisciplinary initiatives such as the development of community strategic 
documents (e.g. pandemic/emergency preparedness plan). 

▪ Networks with external/internal partners to provide evidence-based services and 
activities for community mobilization; collaborates with the Public Health Protection, 
First Nations and Inuit Health Branch (FNIHB), Public Health Agency of Cananda 
(PHAC), le Centre integré de santé et de services sociaux de l’Outaouais (CISSSO) 
and other regional health care agencies in delivery of usual and emergency programs 
(e.g. pandemic response planning, mass immunizations,  Communicable Disease 
Control and Management). 

▪ Advocates for clients and coordinates referral to appropriate provincial secondary and 
tertiary levels of care such healthcare providers /institutions and therapeutic services 
(e.g. psychologist), and internal/external health, social, and education programs. 

▪ Liaises and networks with local service providers. (e.g. Maniwaki Hospital/CLSC, 
institutions, educational facilities, government agencies, health care 
agencies/facilities) 

 

MANAGERIAL/SUPERVISORY 

Human Resources: ▪ Delegates duties to non-medical staff in compliance with Law 
90 (i.e. students) 

Financial Resources: ▪ Not applicable in this position. 

Material Resources: ▪ Ensures doctors/nurses medical clinics are fully stocked and 
maintained, and that equipment is properly disinfected and 
sterilized. 

▪ Ensures protection and confidentiality of client medical files 
and sensitive healthcare information. 

 

ENVIRONMENTAL FACTORS 

Psychological and 
Physical Effort: 

▪ Manages medium to high level stress and multi-tasks daily; 
▪ Uses proper ergonomic techniques to carry or lift heavy 

objects; 
▪ Mental alertness to changing and challenging situations; 
▪ Strong interpersonal mental health; 
▪ May be required to intervene in precarious situations. 

Working Conditions: ▪ Required to participate in KZHSS administrative/operational 
tasks (e.g. sitting on an interview board). 

▪ Required to attend professional workshops, staff meetings, 
workplace safety training within KZA and may be required to 
travel outside of the community. 

▪ Variable workplace setting includes clinic, client homes, and 
within the community. 

▪ Required to use the KZHSS vehicle. 
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▪ The incumbent of this position may come into contact with 
communicable diseases, and body fluids such as vomit, 
blood, spittle, urine and feces.  
  

INCUMBENT QUALIFICATIONS 

Education and 
Experience 

▪ Bachelor’s Degree in Nursing from a recognized public post-
secondary University 

 
or at a minimum: 
 
▪ College Diploma in Nursing from a recognized public post-

secondary college with one year of relevant work experience. 
▪ Current registration with l’Ordre des Infirmieres et Infirmiers 

du Quebec or eligibility to acquire immediate registration. 
▪ Must take Immunization Certification course upon hiring and 

attend mandatory training sessions.  
INCUMBENT COMPETENCIES 

Knowledge: ▪ Knowledge and understanding of Indigenous health 
concerns and issues, and the ability to apply knowledge and 
skill in the development and implementation of programs to 
address identified needs.  

▪ Knowledge of Anishinabe culture and issues affecting 
Anishinabe children and families in Kitigan Zibi.  

Abilities: ▪ Monitoring and reporting skills. 
▪ Ability to communicate orally and in writing in English. 
▪ Ability to manage staff and financial resources. 
▪ Computer literacy skills conducive to the office environment. 

 
Skills/Abilities 

a. adaptability and ability to establish and sustain a 

multidisciplinary team approach to integrated service 

delivery; 

b. ability to apply ethics of nursing practice in decision making; 

c. willingness to adapt to the changing demands of the position; 

d. ability to demonstrate initiative, optimism, discretion, tact, 

self-assurance, dependability, and leadership; 

e. excellent interpersonal, written and verbal communication 

skills, including proficiency in computer applications, 

especially Microsoft Office;  

f. problem-solving and leadership skills; 

g. ability to maintain confidentiality and be an example of 

professionalism, as identified by KZHSS; 

h. ability to follow direction and work within the policies, 

procedures and the vision, mission and core values of 

KZHSS; and, 

i. ability to provide coverage to all Health programs where 

appropriate training has been provided and where required 

qualifications, skills and abilities are met. 

 
NOTE: This job description is not intended to be all-inclusive. The 
employee may perform other related duties as required to meet the 
ongoing needs of the organization. 
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Personal Suitability: ▪ Discretion and diplomacy; 
▪ Reliability; 
▪ Ability to withstand or support emotionally-charged or 

potentially unpleasant and/or disturbing situations; 
▪ Ability to maintain healthy professionalism and respect for 

staff, colleagues and clients while working in a stressful 
environment; 

▪ Ability to establish and maintain effective working relations 
with multiple stakeholders. 

▪ Willingness to receive updated training. 
▪ Ability to work outside of work hours if required. 

Certification/Licenses 
to maintain for 

duration of 
employment: 

▪ Must maintain licensing with the Ordre des infirmiers et 
infirmières du Québec  and the nursing functions of the 
Profession d’infirmières ou d’infirmiers du Québec; 

o Each nurse must participate annually in a minimum 
of 20 hours of continuous education that is in direct 
relation to the nurse’s professional practice. 

▪ Valid driver’s license for the duration of employment; 
An employee must have three years driving experience and 
the age of 21 in order to be an insured driver with a KZA 
band vehicle. 

▪ Criminal record verification will be required if considered for 
the position.  The incumbent must not possess any criminal 
record (s) related to working in the profession and maintain 
throughout employment; 

▪ Must provide medical certificate of good heath if considered 
for the position; 

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

▪ Must follow all safety precautions and protocols. 
▪ Prescribers license or ability to obtain prescriber’s license.  

Assets: ▪ Ability to communicate in French 
▪ Ability to communicate in Algonquin. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



JOB OPPORTUNITY
 Open until filled  

POSITION: 
LOCATION:  
WORK SCHEDULE:  
TERM: 
SALARY: 
DUE DATE: 

Community Health Nurse (Maternal and Child Health) 
Kitigan Zibi Health and Social Services 
35 hours a week  
Indeterminate – Full Time (6-month probationary period) 
Level 7 (range based on experience)  
Open until filled

Under the supervision of the Nurse Team Leader, the Community Health Nurse provides 
comprehensive and culturally appropriate nursing care for eligible clientele, which is comprised of 
health assessments/intervention, community based public health promotion/education and 
referrals; provided in connection with family support/involvement and through various community 
resources/partnerships. 

PREAMBLE 

If you are interested in applying for this position and can demonstrate that you meet the mandatory 
basic requirements, please forward your: cover letter, updated resume, copy of your degrees 
and/or diplomas/certificates, three (3) work references and any documentation that will 
support you meet the mandatory qualifications. A police reference check will be required if 
considered for the position.  

Please provide your job application package to the attention of Myra Dumont, Human Resources 
Advisor, at the Human Resources Department. 

Contact information: 
Email: Myra.Dumont@kza.qc.ca or hr.advisor@kza.qc.ca 
Phone: 819-315-0667 ext. 1601
Location: 315 Fafard Street, Maniwaki QC, J9E 3B4

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 with the Kitigan Zibi Anishinabeg’s Preferential Hiring Policy. Applicants must 
possess the basic requirements at the time of the deadline.  

mailto:Myra.Dumont@kza.qc.ca
mailto:hr.advisor@kza.qc.ca


KITIGAN ZIBI HEALTH & SOCIAL SERVICES 

Community Health Nurse (Maternal and Child Health) 
Job Description 

GENERAL INFORMATION 
Job Title : Community Health Nurse (Maternal and Child Health) 

Category : Professional 
Sector : Kitigan Zibi Health & Social Services 

Location : Kitigan Zibi Health Center 
8 Kikinamage Mikan, Maniwaki Quebec 

Terms : Full Time—Indeterminate  
Hours : 35 hours per week  
Salary : KZA Salary Scale Level 7 

in accordance with the KZA Human Resource Policy 
Immediate Supervisor : Nurse Team Leader 

Date of Job Description : February 2026 

KZHSS MISSION STATEMENT 

Kitigan Zibi Health and Social Services offers a safe, equitable, and quality current service 
practice with qualified community professionals to encourage Kitigan Zibi Anishinabeg 
community members to take charge of their own health. 

CLIENT SERVICE RESULTS 

With the functional support, guidance and supervision provided by the Nurse Team Leader, 
the Community Health Nurse carries out a Community Health service as outlined by the 
Community Health Program Policies and Procedures for KZHSS. The Community Health 
Nurse provides comprehensive and culturally appropriate nursing care for eligible clientele, 
which is comprised of health assessments/intervention, community based public health 
promotion/education and referrals; provided in connection with family support/involvement 
and through various community resources/partnerships. 

KEY DUTIES 

The nursing practice within Kitigan Zibi is delivered within the Nursing Framework for Practice 
within Law 90 and l’Ordre des Infirmiers et Infirmieres du Quebec (Nurses Code of Ethics), 17 
reserved activities for nurses. 

Service Responsibilities: 
Under the direction, guidance and supervision provided by the Nurse Team Leader, the 
Community Health Nurse is responsible for: 

a. planning and delivering community health programs, taking into account the physical,

social, spiritual, mental and environmental factors which influence each individual,

family and community;

b. delivering an immunization program in accordance to the Protocol Immunization

Quebec and the KZHSS Immunization Policy and Procedures.  Also, ensuring to



maintain a communicable disease-reporting program in collaboration with Nurse Team 

Leader; 

c. delivering the following community health programs in accordance with the KZHSS 

Community Health Service Policy and Procedure Manual (Preconception Health, 

Prenatal Health, Maternal Newborn, Infant and Preschool, School Health, and 

Community Health Services); 

d. delivering community health services in group or individual settings such as the 

community health facility, the community hall, the community schools, home visits 

and/or other designated community sites; 

e. developing and maintaining positive relationships with the individuals, families, the 

KZHSS staff and the leaders of the community and clarifying KZHSS Service policies 

and professional requirements when required; 

f. supporting the KZHSS in the development of safe efficient health facilities/operations; 

and, 

g. meeting with or communicating via telephone with physicians, other nurses, nurse 

practitioners, optometrists, dentists, other health staff, and hospital authorities or other 

agencies involved in the care of KZA’s community members on a regular basis and as 

required. 

 

 
Jointly, with the Health Team, and in accordance to the terms and conditions of any 
protocols developed, the Community Health Nurse is responsible for: 
 
h. developing an annual community work plan based on the organizational strategic plan 

and reviewing and reporting on its progress annually; and, 
i. participating in the ongoing quality assurance process. 

 
 
Community Health Programs 
 
A) Preconception Health Services : 
 

a. establishing liaison between the program and school staff; 
b. providing service to all child bearing adults; 
c. providing an annual standardized preconception health curriculum to KZES as per 

KZHSS Community Health Service Policy and Procedures; and, 
d. with a prescriber’s license, offer smoking cessation program to all child bearing adults. 

Offering Contraception to those who are eligible.  
 
B) Prenatal Health Services 
 

a. providing extra support to pre-natal individuals considered "at risk" (as identified by the 
Prenatal Screening Form) and ensuring regular exams by their physician and/or 
Midwife are received; 

b. providing monthly prenatal screening and assessment clinics; 
c. conducting an in-depth family assessment on any “at risk” prenatal clients, their 

support and family; collaborating with other teams within KZHSS for support;  
d. providing a standardized prenatal class to all child bearing individuals of any age who 

are pregnant; 
e. provision of the Nutrition Voucher Incentive Program to those who are eligible; and, 
f. contraception, Smoking Cessation program with prescriber’s license. 

 



C) Maternal and Newborn Health Services 
 

a. receiving a referral from CISSSO/Ontario/ other health facilities on all birthing persons 
and their newborns post discharge; 

b. working in collaboration with local midwife for postnatal follow-ups;  
c. providing post-natal information and consultations to parents; 
d. providing extra support to newborns considered "at risk" and ensuring they receive 

regular exams by their physicians, and/or, midwives; 
e. performing overall newborn health assessments based on the maternal/newborn risk 

assessment; 
f. providing health education and information to individuals and groups on subjects 

pertaining to child safety, child care, nutrition, breast/chest feeding, parenting, family 
planning, appropriate regular clinics, group sessions and/or making home visits as 
required;  

g. delivering an immunization program to ensure all newborns and infants are immunized 
as required where applicable; 

h. conducting follow up assessments using the ABCDaire Screening Tool and making 
referrals as necessary;  

i. provision of the ABCDaire Growth & Development and Nutrition Voucher Incentive 
Program; and, 

j. contraception, Smoking Cessation program with prescriber’s license.  
 

D) Infant and Pre-School Health Services 
 

a. participating in pre-school health screening clinics using approved Developmental 
Screening Tools (ABCDaire); 

b. conducting necessary screening for preschoolers (e.g. vision, hearing, and any others 
considered necessary) and completing initial health assessments when required; 

c. delivering an immunization program to ensure all preschoolers are adequately 
immunized; 

d. providing health education and information to parents regarding their child’s health 
status; where appropriate; 

e. conducting follow up and referring internally to other service providers within KZHSS, 
and/or external service providers as needed; and,  

f. provision of the ABCdaire Growth & Development and Nutrition Voucher Incentive 
Program. 
 

E) School Health Services  
 

a. Establishing liaison and conducting an annual teacher/staff in-service for 
communicable and infectious disease management and control; 

b. Conducting necessary screening for students (e.g. vision, hearing, and any others 
considered necessary) and performing health assessments when required; 

c. Monitoring the immunization status of all students attending the on-site community 
school; providing immunizations in school for eligible classes following the PIQ 
guidelines.  

d. Providing health education and information to the parents regarding their child’s health 
status; 

e. Obtaining health history, making referrals internally to visiting health professionals 
(family doctor, GMF nurse, therapist) and external when necessary with consent of 
parent. 

f. Providing health teachings such as: nutrition, chronic conditions, sex education, etc.  
g. Contraception, Smoking Cessation program with prescriber’s license. 

 
 



F) Community Health Services 
 

a. provide health screening clinics to assist in identifying chronic diseases; provides 
teachings on preventing chronic health conditions;  

b. provide health education for chronic disease management to individuals or groups; 
c. assessing physical and social needs of chronically ill adults; following up, monitoring 

and making necessary referrals when required;  
d. coordinating and delivering routine immunization clinics as per KZHSS Community 

Health Services Immunization Program, PIQ Immunization Guidelines & Provincial 
Standards; 

e. ensuring the provision of a TB control program, utilizing First Nations and Inuit Health 
Branch (FNIHB) and KZHSS protocol to implement regular Tuberculin Skin Testing; 
liaising with physicians and completing recommended follow up;  

f. provides urgent and non-urgent essential primary health care services (e.g. minor 
procedures such as prescribed injections, suture removal with prescription, minor 
wound care); 

g. advocates for client needs and facilitates access to other health services by 
establishing linkages with appropriate service providers; referrals to appropriate care 
beyond the scope of nursing practice, assistance with obtaining health records from 
other service providers;  

h. treatment centre referrals in collaboration with NNADAP program; 
i. referring to foot care services when applicable; 
j. assisting with community health education displays monthly;  
k. assisting with community health promotion and prevention activities; and, 
l. monitors immunization storage, maintenance and ensures proper precautions and 

protocols are followed to avoid vaccine cold chain break (e.g. records fridge 
temperature twice daily). 

 
 
Other Responsibilities 
 
Under the direction of the Nurse Team Leader, the Community Health Nurse is responsible 
for: 

a. reporting to the Nurse Team Leader on all matters pertaining to the Community Health 

programs; 

b. completing and submitting weekly, monthly, quarterly and annual statistics, 

correspondence and reports; preparing and submitting immunization statistical data. 

Completing all communicable disease reports and ensuring all data is submitted to 

Nurse Team Leader; 

c. completing and submitting an annual community prioritized work plan according to 

approved format; participating in the annual review and update; 

d. maintaining complete, accurate, and timely charting using the electronic health record 

system (Medesync);  

e. ensuring safekeeping of over the counter medications, supplies and vaccines; 

f. participating in community health meetings when necessary; 

g. participating in professional meetings, conferences, seminars, and reviewing 

professional literature for continuing development; 

h. providing Community Health Educational In-services to KZHSS employees, 

Community Health Service Workers; 

i. reporting on material learned at training seminars attended;  

j. meeting and planning as a team player with KZHSS team members; and, 



k. providing guidance, field experience and supervision of student from nursing faculties 

when required. 

Organizational Responsibilities 
 
As a representative of KZHSS, the Employee is responsible for: 
a. reflecting and interpreting the KZHSS Vision, Mission and Core Values in his/her own 

work with enthusiasm and commitment; 

b. acting in accordance with relevant legislation and Policies, Standards and Procedures; 

c. proposing changes within KZHSS that would improve the quality of service to 

Anishinabe children, families and community; 

d. developing and maintaining respectful, cooperative working relationships to contribute 

to the integrated, seamless delivery of services to Anishinabe children, families and 

communities; 

e. understanding their role and responsibility in maintaining a safe workplace and 

reducing workplace injuries; 

f. applying Anishinabe culture, values, traditions and teachings into programming where 

possible; 

g. ensuring accuracy, confidentiality and safekeeping of agency records; and, 

h. participating in annual Performance appraisals. 
 
ACCOUNTABILITY  
 
The Community Health Nurse is accountable: 
 
a. for following the Medical Directives set out by KZHSS and CISSSO collaboration; 

b. for following all policies, standards and procedures set out by KZHSS & KZA; and, 

c. for maintaining relevant nursing knowledge, skills and leadership competence through 

continuing education 

To the professional governing bodies (Ordes des infirmieres et infirmiers du Quebec). 

 

KNOWLEDGE AND SKILLS 

▪ Theories, principles, and practices of current effective Nursing techniques (e.g. 
administering vaccines), case management, medication management, infection 
prevention & control, and adherence to all components of the nursing framework for 
practice within KZHSS. 

▪ Knowledge of provincial communicable disease prevention and management 
protocols (e.g. P.I.Q -Protocole d’immunisation du Quebec) and database reporting 
systems; (e.g. SI-PMI - systeme d’information en protection des maladies 
infectueuses). 

▪ Effective interpersonal communications skills, ability to build rapport with others. 
▪ Ability to be honest, non-judgmental, and non-intrusive, and to work as a team. 
▪ Ability to maintain professionalism, discretion and confidentiality at all times. 
▪ Able to uphold and promote KZHSS values, philosophy, ethics and integrity.  
▪ Knowledge of relevant Occupational Health and Safety standards and Accreditation 

Canada standards. 
▪ Knowledge of all relevant KZA/KZHSS policies: KZA Code of Ethics, KZHSS Code of 

Professional Ethics, KZHSS Policies and Procedures Manual, KZA Human 
Resources Manual. 

▪ Knowledge of governing provincial and federal legislative, regulatory and policy 
requirements specific to the delivery of Health and Nursing programs in the province 
of Quebec, including but not limited to Privacy Laws, the Nurses Act, Law 90, An Act 



to Amend the Professional Code, as well as standards, guidelines, and policy 
positions of the Ordre des Infirmiers et Infirmieres du Quebec (e.g. Nurses Code of 
Ethics). 

CONTACTS 

▪ Maintains positive relationships with clients in providing community health nursing 
program and service delivery through family-centered practice. 

▪ Maintains effective working relationships with local health providers and community 
agencies to make referrals. 

▪ Collaborates with co-workers, and other community front line workers by participating 
in multidisciplinary initiatives such as the development of community strategic 
documents (e.g. pandemic/emergency preparedness plan). 

▪ Networks with external/internal partners to provide evidence-based services and 
activities for community mobilization; collaborates with the Public Health Protection, 
First Nations and Inuit Health Branch (FNIHB), Public Health Agency of Cananda 
(PHAC), le Centre integré de santé et de services sociaux de l’Outaouais (CISSSO) 
and other regional health care agencies in delivery of usual and emergency programs 
(e.g. pandemic response planning, mass immunizations,  Communicable Disease 
Control and Management). 

▪ Advocates for clients and coordinates referral to appropriate provincial secondary and 
tertiary levels of care such healthcare providers /institutions and therapeutic services 
(e.g. psychologist), and internal/external health, social, and education programs. 

▪ Liaises and networks with local service providers. (e.g. Maniwaki Hospital/CLSC, 
institutions, educational facilities, government agencies, health care 
agencies/facilities) 

 

MANAGERIAL/SUPERVISORY 

Human Resources: ▪ Delegates duties to non-medical staff in compliance with Law 
90 (i.e. students) 

Financial Resources: ▪ Not applicable in this position. 

Material Resources: ▪ Ensures doctors/nurses medical clinics are fully stocked and 
maintained, and that equipment is properly disinfected and 
sterilized. 

▪ Ensures protection and confidentiality of client medical files 
and sensitive healthcare information. 

 

ENVIRONMENTAL FACTORS 

Psychological and 
Physical Effort: 

▪ Manages medium to high level stress and multi-tasks daily; 
▪ Uses proper ergonomic techniques to carry or lift heavy 

objects; 
▪ Mental alertness to changing and challenging situations; 
▪ Strong interpersonal mental health; 
▪ May be required to intervene in precarious situations. 

Working Conditions: ▪ Required to participate in KZHSS administrative/operational 
tasks (e.g. sitting on an interview board). 

▪ Required to attend professional workshops, staff meetings, 
workplace safety training within KZA and may be required to 
travel outside of the community. 

▪ Variable workplace setting includes clinic, client homes, and 
within the community. 

▪ Required to use the KZHSS vehicle. 
▪ The incumbent of this position may come into contact with 

communicable diseases, and body fluids such as vomit, 
blood, spittle, urine and feces.   
 



INCUMBENT QUALIFICATIONS 

Education and 
Experience 

▪ Bachelor’s Degree in Nursing from a recognized public post-
secondary University 

 
or at a minimum: 
 
▪ College Diploma in Nursing from a recognized public post-

secondary college with one year of relevant work experience. 
▪ Current registration with l’Ordre des Infirmieres et Infirmiers 

du Quebec or eligibility to acquire immediate registration. 
▪ Must take Immunization Certification course upon hiring and 

attend mandatory training sessions.  

INCUMBENT COMPETENCIES 

Knowledge: ▪ Knowledge and understanding of Indigenous health 
concerns and issues, and the ability to apply knowledge and 
skill in the development and implementation of programs to 
address identified needs.  

▪ Knowledge of Anishinabe culture and issues affecting 
Anishinabe children and families in Kitigan Zibi.  

Abilities: ▪ Monitoring and reporting skills. 
▪ Ability to communicate orally and in writing in English. 
▪ Ability to manage staff and financial resources. 
▪ Computer literacy skills conducive to the office environment. 

 
Skills/Abilities 

a. adaptability and ability to establish and sustain a 

multidisciplinary team approach to integrated service 

delivery; 

b. ability to apply ethics of nursing practice in decision making; 

c. willingness to adapt to the changing demands of the position; 

d. ability to demonstrate initiative, optimism, discretion, tact, 

self-assurance, dependability, and leadership; 

e. excellent interpersonal, written and verbal communication 

skills, including proficiency in computer applications, 

especially Microsoft Office;  

f. problem-solving and leadership skills; 

g. ability to maintain confidentiality and be an example of 

professionalism, as identified by KZHSS; 

h. ability to follow direction and work within the policies, 

procedures and the vision, mission and core values of 

KZHSS; and, 

i. ability to provide coverage to all Health programs where 

appropriate training has been provided and where required 

qualifications, skills and abilities are met. 

 
NOTE: This job description is not intended to be all-inclusive. The 
employee may perform other related duties as required to meet the 
ongoing needs of the organization. 

 

Personal Suitability: ▪ Discretion and diplomacy; 
▪ Reliability; 
▪ Ability to withstand or support emotionally-charged or 

potentially unpleasant and/or disturbing situations; 



▪ Ability to maintain healthy professionalism and respect for 
staff, colleagues and clients while working in a stressful 
environment; 

▪ Ability to establish and maintain effective working relations 
with multiple stakeholders. 

▪ Willingness to receive updated training. 
▪ Ability to work outside of work hours if required. 

Certification/Licenses 
to maintain for 

duration of 
employment: 

▪ Must maintain licensing with the Ordre des infirmiers et 
infirmières du Québec  and the nursing functions of the 
Profession d’infirmières ou d’infirmiers du Québec; 

o Each nurse must participate annually in a minimum 
of 20 hours of continuous education that is in direct 
relation to the nurse’s professional practice. 

▪ Valid driver’s license for the duration of employment; 
An employee must have three years driving experience and 
the age of 21 in order to be an insured driver with a KZA 
band vehicle. 

▪ Criminal record verification will be required if considered for 
the position.  The incumbent must not possess any criminal 
record (s) related to working in the profession and maintain 
throughout employment; 

▪ Must provide medical certificate of good heath if considered 
for the position; 

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

▪ Must follow all safety precautions and protocols. 
▪ Prescribers license or ability to obtain prescriber’s license.  

Assets: ▪ Ability to communicate in French 
▪ Ability to communicate in Algonquin. 
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JOB OPPORTUNITY 
                        1st Posting 

                                               July 23, 2026 

 
POSITION:   Kiweda Coordinator 
LOCATION:   Kiweda Group Home (16 Kikinamage Mikan) 
WORK SCHEDULE:    35 hours a week  
TERM:   Indeterminate 
SALARY:  KZA Salary Scale Level 7 (Range negotiable) 
DUE DATE:  August 7, 2026 

The Kiweda Coordinator is responsible for the day-to-day operation of the Kiweda Group Home, 
ensuring compliance with KZHSS policies and procedures, applicable legislation, accreditation 
standards, and other regulatory requirements. The Coordinator oversees the delivery of clinical, 
resident care and administrative services within the nine-bed assisted living facility. The Kiweda 
Coordinator ensures the provision of safe, high-quality, person-centred care through the 
development, implementation and evaluation of individualized care plans, while promoting 
therapeutic, recreational and wellness activities that support residents' health, dignity, 
independence and quality of life. 

PREAMBLE 
If you are interested in applying for this position and can demonstrate that you meet the mandatory 
requirements, please forward the following: a cover letter, updated resume, copies of your 
diplomas/certificates, three (3) work references, and any documentation supporting that you meet 
the required qualifications. A police reference check will be required if you are considered for the 
position.  

Please provide your job application package to the attention of Myra Dumont, Human Resources 
Advisor, at the Human Resources Department by August 7, 2026, at 11:00 AM (EST). 

Contact information:  
Email:           Myra.Dumont@kza.qc.ca or hr.advisor@kza.qc.ca  
Phone:         819-315-0667 ext. 1601  Fax: 819-315-0666 
Location:      315 Fafard Street, Maniwaki, QC J9E 3B4 
 

Only persons meeting the mandatory requirements will be considered for an interview. Failure to provide all 
required documentation before the deadline will result in an incomplete application. Preference will be given 
to Kitigan Zibi Anishinabeg Band members in accordance with the Kitigan Zibi Anishinabeg Preferential Hiring 
Policy. Applicants must possess the required qualifications at the time of the deadline. KZA reserves the right 
to recruit the most suitable and competent candidate(s) who can best serve the interests of KZA and provide 
quality services to its members among those who successfully pass the interview process. 

mailto:Myra.Dumont@kza.qc.ca
mailto:hr.advisor@kza.qc.ca
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 KITIGAN ZIBI HEALTH & SOCIAL SERVICES 
 

Kiweda Coordinator 
Job Description 
 

 

 GENERAL INFORMATION 
Job Title : Kiweda Coordinator 
Category : Professional 

Sector : Kitigan Zibi Health & Social Services 
Location : Kiweda Group Home (16 Kikinamage Mikan) 

Terms : Indeterminate 
Hours : 35 hours per week + varied hours on weekends and evenings 
Salary :   KZA Salary Scale Level 7 (Range negotiable) 

Immediate Supervisor : KZHSS Director or Designee 
Date of Job Description: July 2026 

 

KZHSS MISSION STATEMENT 

Kitigan Zibi Health and Social Services offers a safe, equitable, and quality current service 
practice with qualified community professionals to encourage Kitigan Zibi Anishinabeg 
community members to take charge of their own health. 

 

CLIENT SERVICE RESULTS 

The Kiweda Coordinator is responsible for the day-to-day operation of the Kiweda Group 
Home, ensuring compliance with KZHSS policies and procedures, applicable legislation, 
accreditation standards, and other regulatory requirements. The Coordinator oversees the 
delivery of clinical, resident care and administrative services within the nine-bed assisted 
living facility. The Kiweda Coordinator ensures the provision of safe, high-quality, person-
centred care through the development, implementation and evaluation of individualized care 
plans, while promoting therapeutic, recreational and wellness activities that support residents' 
health, dignity, independence and quality of life. 

 

KEY DUTIES 

Operations 
▪ Coordinates and oversees the day-to-day operation of the Kiweda Group Home, 

ensuring the delivery of safe, high-quality resident care and efficient program 
operations.  

▪ Assists the KZHSS Director and/or Assistant Director with the development and 
monitoring of the annual operating budget.  

▪ Maintains required statistical records, reports and program documentation.  
▪ Coordinates the purchase of food, supplies, equipment and services. 
▪ Ensures adequate supplies, furnishings, medical equipment and other operational 

resources are available and maintained.  
▪ Coordinates resident admissions, rent, and transitions in collaboration with residents, 

families and service providers.  
▪ Develops collaborative relationships with local, regional and provincial organizations to 
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support seniors' services and program development.  
▪ Assists with funding proposals and other initiatives to enhance programs, services and 

the care environment.  
▪ Contributes to the planning and development of seniors' services within the 

community.  
 
Resident Services 

▪ Ensures the safety, well-being, dignity and rights of residents.  
▪ Collaborates with nurses, physicians, families and other service providers to 

coordinate resident services and operational supports.  
▪ Advises residents of available benefits, services and community resources for which 

they may be eligible.  
▪ Coordinates resident assessments and evaluations with internal and external 

professionals, as required.  
▪ Communicates with residents' families regarding administrative matters and significant 

non-clinical issues, as appropriate.  
▪ Assists residents with interpreting correspondence, completing forms, and accessing 

benefits, assistive devices and community resources.  
▪ Plans, coordinates and promotes social, recreational, therapeutic and community 

activities that enhance residents' physical, emotional, social and cognitive well-being.  
▪ Coordinates transportation for appointments, community programs and activities.  
▪ Supports resident independence, self-advocacy and participation in decision-making.  

 
Staff Supervision 

▪ Coordinates staff scheduling, replacement coverage and staffing assignments to 
ensure continuity of services.  

▪ Coordinates replacement contracts and related employment documentation in 
collaboration with the KZHSS Director and/or Assistant Director.  

▪ Assists with the orientation and training of new employees.  
▪ Supervises, evaluates and addresses employee performance concerns in accordance 

with KZA and KZHSS policies and procedures.  
▪ Monitors employee compliance with organizational policies, procedures and workplace 

expectations.  
 
Quality & Facilities 

▪ Ensures compliance with KZHSS policies and procedures, accreditation standards, 
applicable legislation and regulatory requirements.  

▪ Participates in quality improvement and accreditation activities in collaboration with 
KZHSS leadership, staff and residents.  

▪ Recommends improvements to programs, policies, procedures and the physical 
environment to enhance service delivery, accessibility and resident care.  

▪ Conducts routine inspections of the facility and coordinates maintenance and repair 
requests with the Building Maintenance Technician as required.  

▪ Monitors janitorial services to ensure a safe, clean and welcoming environment for 
residents. 

 

KNOWLEDGE AND SKILLS 

▪ Knowledge of accreditation standards, quality improvement principles, and leading 
practices related to the delivery of assisted living and resident care services.  

▪ Knowledge of the provisions and application of Bill 90 and the scope of practice of 
regulated and unregulated health care providers, as they relate to the delivery of 
resident care. 
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▪ Strong organizational and time management skills to manage competing priorities, 
coordinate workflow and meet deadlines.  

▪ Demonstrates knowledge of and adherence to KZA and KZHSS policies and 
procedures, including the KZHSS Policies and Procedures Manual, KZA Human 
Resources Manual, KZA Code of Ethics, and KZHSS Professional Code of Ethics. 

▪ Flexible and able to quickly adapt to new situations.  

 

CONTACTS 

▪ Supports the KZHSS Director and/or Assistant Director in the day-to-day operation of 
the Kiweda Group Home and provides input into the development and revision of 
operational policies, procedures and service improvements.  

▪ Collaborates with the KZA Finance and Human Resources Departments regarding 
resident rent administration and other administrative matters.  

▪ Establishes and maintains positive working relationships with residents, families, staff, 
community members, service providers and external partners.  

▪ Communicates and collaborates effectively with health care professionals, hospitals, 
community organizations and other health and social service agencies to coordinate 
services and support continuity of resident care. 

 

MANAGERIAL/SUPERVISORY 

Human Resources: ▪ Personal Support Workers 
▪ Cooks 
▪ Janitor 

Financial 
Resources: 

Follow KZA Finance Procedures for purchasing. 

Material Resources: Maintains administrative files and records, ensuring their accuracy, 
organization, confidentiality and security. 

 

ENVIRONMENTAL FACTORS 

Psychological and 
Physical Effort: 

▪ Works collaboratively as part of a team and independently as 
required. 

▪ Manages medium level stress and multi-tasks daily. 
▪ Mental alertness to changing and challenging situations. 
▪ Physical work may be required for some heavy lifting. 

Working 
Conditions: 

▪ Works mainly within indoor setting. 
▪ May be required to use KZHSS vehicles. 
▪ Flexibility for a varied work schedule when required. 
▪ Required to attend professional workshops, staff meetings, 

and training within KZA and may be required to travel outside 
of the community. 

 

INCUMBENT QUALIFICATIONS 

Education and 
Experience 

▪ Diploma or degree in Nursing, Practical Nursing or 
Personal Support Worker (PSW), or another health-related 
discipline.  

▪ A minimum of three (3) years' progressively responsible 
experience in assisted living, long-term care, home and 
community care or a related health care environment. 

INCUMBENT COMPETENCIES 

Knowledge: ▪ Understanding of Indigenous health issues and community 
wellness approaches. 
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▪ Knowledge and awareness and the KZA culture and 
community.  

Abilities: ▪ Demonstrates observation, monitoring, and basic reporting 
skills.  

▪ Communicates effectively, both orally and in writing.  
▪ Follows direction and contributes to a team-based 

environment. 
▪ Ability to manage multiple deadlines with attention to 

detail. 
▪ Ability to communicate in Algonquin an asset. 
▪ Ability to communicate in French an asset. 

Personal Suitability: ▪ Exercises discretion, diplomacy, and maintains 
confidentiality.  

▪ Demonstrates reliability and consistency in attendance 
and performance.  

▪ Maintains professionalism and respect in interactions with 
participants, families, colleagues, and community 
members.  

▪ Builds and maintains positive working relationships within 
a team setting. 

Certification/Licenses 
to maintain for 

duration of 
employment: 

▪ Valid driver’s license; must meet insurability requirements 
for operating a band vehicle (minimum three years driving 
experience and 21 years of age).  

▪ Criminal record check required; must not have any 
convictions incompatible with the responsibilities of the 
position and must maintain this standard throughout 
employment.  

▪ Medical certificate of good health, if required.  
▪ Valid First Aid and CPR certification, or willingness to 

obtain within three (3) months of hire.  
▪ Adheres to all workplace health and safety policies, 

procedures, and protocols. 
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JOB OPPORTUNITY 
                        1st Posting 

                                               July 23, 2026 

 
POSITION:   Ōde Wīdōkāzowin Coordinator 
LOCATION:   Ōde Wīdōkāzowin  
WORK SCHEDULE:    35 hours a week  
TERM:   Indeterminate 
SALARY:  KZA Salary Scale Level 7 (Range negotiable) 
DUE DATE:  August 7, 2026 

The Child and Family Services Coordinator provides strategic and operational leadership for an 
inter-disciplinary team at Ōde Wīdōkāzowin (Child and Family Services). The Coordinator is 
responsible for the planning, implementation, supervision, evaluation, and continuous 
improvement of culturally safe, family-centred prevention, intervention, and support services that 
promote the safety, well-being, and resilience of children, youth, and families. The Coordinator 
oversees program operations, staff supervision, quality improvement, reporting, community 
partnerships, and funding development while supporting First Nations child and family service 
priorities. 

PREAMBLE 
If you are interested in applying for this position and can demonstrate that you meet the mandatory 
requirements, please forward the following: a cover letter, updated resume, copies of your 
diplomas/certificates, three (3) work references, and any documentation supporting that you meet 
the required qualifications. A police reference check will be required if you are considered for the 
position.  

Please provide your job application package to the attention of Myra Dumont, Human Resources 
Advisor, at the Human Resources Department by August 7, 2026, at 11:00 AM (EST). 

Contact information:  
Email:           Myra.Dumont@kza.qc.ca or hr.advisor@kza.qc.ca  
Phone:         819-315-0667 ext. 1601  Fax: 819-315-0666 
Location:      315 Fafard Street, Maniwaki, QC J9E 3B4 
 
Only persons meeting the mandatory requirements will be considered for an interview. Failure to provide all 
required documentation before the deadline will result in an incomplete application. Preference will be given 
to Kitigan Zibi Anishinabeg Band members in accordance with the Kitigan Zibi Anishinabeg Preferential Hiring 
Policy. Applicants must possess the required qualifications at the time of the deadline. KZA reserves the right 
to recruit the most suitable and competent candidate(s) who can best serve the interests of KZA and provide 
quality services to its members among those who successfully pass the interview process. 

mailto:Myra.Dumont@kza.qc.ca
mailto:hr.advisor@kza.qc.ca
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 KITIGAN ZIBI HEALTH & SOCIAL SERVICES 
 

Ōde Wīdōkāzōwin Coordinator 
Job Description 
 

 

 GENERAL INFORMATION 
Job Title : Ōde Wīdōkāzowin Coordinator 
Category : Professional 

Sector : Kitigan Zibi Health & Social Services 
Location : Ōde Wīdōkāzowin 

Terms : Indeterminate 
Hours : 35 hours per week + varied hours on weekends and evenings 
Salary :   KZA Salary Scale Level 7 (Range negotiable) 

Immediate Supervisor : KZHSS Director or Designee 
Date of Job Description: July 2026 

 

KZHSS MISSION STATEMENT 

Kitigan Zibi Health and Social Services offers a safe, equitable, and quality current service 
practice with qualified community professionals to encourage Kitigan Zibi Anishinabeg 
community members to take charge of their own health. 

 

CLIENT SERVICE RESULTS 

The Child and Family Services Coordinator provides strategic and operational leadership for 
an inter-disciplinary team at Ōde Wīdōkāzowin (Child and Family Services). The Coordinator 
is responsible for the planning, implementation, supervision, evaluation, and continuous 
improvement of culturally safe, family-centred prevention, intervention, and support services 
that promote the safety, well-being, and resilience of children, youth, and families. The 
Coordinator oversees program operations, staff supervision, quality improvement, reporting, 
community partnerships, and funding development while supporting First Nations child and 
family service priorities. 

 

KEY DUTIES 

Program Leadership, Planning & Evaluation 
▪ Leads the planning, implementation, monitoring, evaluation, and continuous 

improvement of the Ōde Wīdōkāzowin program.  
▪ Develops annual work plans, program priorities, objectives, and performance 

measures aligned with community needs, funding agreements, and KZHSS strategic 
priorities.  

▪ Monitors program performance through health utilization data, service statistics, client 
outcomes, and community feedback to identify trends, evaluate effectiveness, and 
inform decision-making.  

▪ Conducts ongoing program evaluation and quality improvement activities, 
recommending enhancements based on evidence, emerging needs, and leading 
practices.  

▪ Identifies opportunities for program growth and expansion, develops proposals, and 
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supports initiatives to secure and sustain program funding.  
▪ Prepares reports, briefing materials, program statistics, and other documentation 

required for internal planning, funders, accreditation, and regulatory reporting. 
 
Program Administration & Service Delivery 

▪ Oversees the effective administration and day-to-day operation of Ōde Wīdōkāzowin, 
ensuring services are accessible, culturally safe, trauma-informed, and family-centred.  

▪ Ensures programs and services are delivered in accordance with applicable 
legislation, funding agreements, organizational policies, and professional standards.  

▪ Provides operational oversight of case management practices, service coordination, 
referrals, intervention planning, and client advocacy.  

▪ Oversees the implementation and administration of Jordan's Principle initiatives and 
other child and family service programs.  

▪ Develops, implements, and reviews program policies, procedures, standards, and 
service protocols to support consistent, high-quality practice. 

 
Leadership & Human Resources 

▪ Provides leadership, supervision, mentoring, coaching, and performance management 
for Ōde Wīdōkāzowin staff.  

▪ Coordinates orientation, workload allocation, scheduling, professional development, 
and succession planning.  

▪ Leads regular team meetings, case consultations, and interdisciplinary planning to 
support effective service delivery. 

▪ Promotes a collaborative, accountable, and culturally safe workplace that supports 
continuous learning and innovation. 

 
Community Development, Partnerships & Systems Coordination 

▪ Leads planning and collaboration with KZHSS programs, other KZA sectors, 
Indigenous organizations, schools, health care providers, justice partners, and 
external agencies to improve service coordination for children, youth, and families.  

▪ Represents KZHSS on committees, advisory groups, and collaborative initiatives 
related to child and family well-being.  

▪ Develops and maintains partnerships that strengthen prevention, early intervention, 
and integrated service delivery.  

▪ Advocates for the needs of children, youth, and families while advancing First Nations 
child and family service priorities.  

 

KNOWLEDGE AND SKILLS 

▪ Knowledge of applicable municipal, provincial, and federal legislation, regulations, 
and governing policies related to the delivery of health and social services, including 
the Act Respecting Health Services and Social Services (Quebec), the Privacy Act, 
the Indian Act, the Youth Protection Act, and other applicable legislation.  

▪ Knowledge of the theories, principles, and practices of program planning, 
development, administration, monitoring, performance measurement, evaluation, and 
reporting.  

▪ Strong written communication skills, with the ability to prepare funding proposals, 
program proposals, reports, briefing notes, policies, procedures, and other technical 
documents.  

▪ Knowledge of emerging trends, wise practices, innovations in service delivery, and 
changes to legislation, regulations, funding requirements, and governing policies 
affecting child and family services.  
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▪ Strong organizational, project management, and time management skills, with the 
ability to manage competing priorities, coordinate multiple initiatives, and meet 
deadlines.  

▪ Knowledge of Accreditation Canada's applicable community-based standards for 
Indigenous organizations and quality improvement principles. 

▪ Demonstrates knowledge of and adherence to KZA and KZHSS policies and 
procedures, including the KZHSS Policies and Procedures Manual, KZA Human 
Resources Manual, KZA Code of Ethics, and KZHSS Professional Code of Ethics. 

 

CONTACTS 

▪ Supports the KZHSS Director and/or Assistant Director in the day-to-day operation of 
the Kiweda Group Home and provides input into the development and revision of 
operational policies, procedures and service improvements.  

▪ Collaborates with the KZA Finance and Human Resources Departments regarding 
resident rent administration and other administrative matters.  

▪ Establishes and maintains positive working relationships with residents, families, staff, 
community members, service providers and external partners.  

▪ Communicates and collaborates effectively with health care professionals, hospitals, 
community organizations and other health and social service agencies to coordinate 
services and support continuity of resident care. 

 

MANAGERIAL/SUPERVISORY 

Human Resources: ▪ Oversees all Ōde Wīdōkāzowin staff both indeterminate and 
term. 

▪ Coordinates efforts to encourage community volunteers. 

Financial 
Resources: 

▪ Issues purchase orders. 
▪ Ensures KZA Finance Policy compliance. 
▪ Monitors budgeting with KZHSS Administration. 
▪ Controls costs through economical utilization of resources. 
▪ Plans, coordinates, and assists in fundraising activities. 

Material Resources: ▪ Maintains administrative files and records, ensuring their 
accuracy, organization, confidentiality and security. 

▪ Ensures availability and accessibility of material resources 
required for programs and activities.  

 

ENVIRONMENTAL FACTORS 

Psychological and 
Physical Effort: 

▪ Works collaboratively as part of a team and independently as 
required. 

▪ Manages medium to high-level stress and multi-tasks daily. 
▪ Mental alertness to changing and challenging situations. 
▪ Light physical work may be required. 

Working 
Conditions: 

▪ Works mainly within indoor setting. 
▪ May be required to use KZHSS vehicles to transport clients. 
▪ May be required to make home visits. 
▪ Flexibility for a varied work schedule when required. 
▪ Required to attend professional workshops, staff meetings, 

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

Education and 
Experience 

▪ Degree in Human Services, Social Sciences, or another 
related discipline with a minimum of two (2) years 
experience in management and supervision, or 

▪ Diploma in related discipline with formal training in Human 
Services with five (5) years experience in management and 
supervision. 

▪ Programming and development experience preferred. 

INCUMBENT COMPETENCIES 

Knowledge: ▪ Understanding of Indigenous health issues and community 
wellness approaches. 

▪ Knowledge and awareness and the KZA culture and 
community.  

Abilities: ▪ Demonstrates observation, monitoring, and reporting 
skills.  

▪ Demonstrates research, analytical, and decision-making 
skills. 

▪ Communicates effectively, both orally and in writing.  
▪ Ability to develop and deliver presentations. 
▪ Ability to manage multiple deadlines with attention to 

detail. 
▪ Ability to communicate in Algonquin an asset. 
▪ Ability to communicate in French an asset. 

Personal Suitability: ▪ Exercises discretion, diplomacy, and maintains 
confidentiality.  

▪ Demonstrates reliability and consistency in attendance 
and performance.  

▪ Mental calibre to withstand or support emotionally-charged 
or potentially unpleasant and/or disturbing situations.  

▪ Maintains professionalism and respect in interactions with 
participants, families, colleagues, and community 
members.  

▪ Ability to maintain professionalism and balance through 
healthy work conduct and respect for staff, colleagues, 
and clients while working in a stressful environment. 

Certification/Licenses 
to maintain for 

duration of 
employment: 

▪ Valid driver’s license; must meet insurability requirements 
for operating a band vehicle (minimum three years driving 
experience and 21 years of age).  

▪ Criminal record check required; must not have any 
convictions incompatible with the responsibilities of the 
position and must maintain this standard throughout 
employment.  

▪ Medical certificate of good health, if required.  
▪ Valid First Aid and CPR certification, or willingness to 

obtain within three (3) months of hire.  
▪ Adheres to all workplace health and safety policies, 

procedures, and protocols. 
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                            JOB OPPORTUNITY 

                        1st Posting 

                                               July 23, 2026 

 
POSITION:   Youth Protection Social Worker 
LOCATION:   Ōde Wīdōkāzowin  
WORK SCHEDULE:    35 hours a week  
TERM:   Indeterminate 
SALARY:  KZA Salary Scale Level 8 (Range negotiable) 
DUE DATE:  August 7, 2026 

Working in close collaboration with an interdisciplinary team, the Youth Protection Social Worker 
provides culturally safe, family-centred assessment, intervention, advocacy, and case 
management services to protect the safety and well-being of children, youth, and families. Services 
are delivered in accordance with the Youth Protection Act, the Youth Criminal Justice Act, and An 
Act Respecting Health Services and Social Services, through both voluntary and mandatory 
protection measures while promoting family strengths, child safety, and long-term well-being. 

PREAMBLE 
If you are interested in applying for this position and can demonstrate that you meet the mandatory 
requirements, please forward the following: a cover letter, updated resume, copies of your 
diplomas/certificates, three (3) work references, and any documentation supporting that you meet 
the required qualifications. A police reference check will be required if you are considered for the 
position.  

Please provide your job application package to the attention of Myra Dumont, Human Resources 
Advisor, at the Human Resources Department by August 7, 2026, at 11:00 AM (EST). 

Contact information:  
Email:           Myra.Dumont@kza.qc.ca or hr.advisor@kza.qc.ca  
Phone:         819-315-0667 ext. 1601  Fax: 819-315-0666 
Location:      315 Fafard Street, Maniwaki, QC J9E 3B4 
 
 

Only persons meeting the mandatory requirements will be considered for an interview. Failure to 
provide all required documentation before the deadline will result in an incomplete application. 
Preference will be given to Kitigan Zibi Anishinabeg Band members in accordance with the Kitigan 
Zibi Anishinabeg Preferential Hiring Policy. Applicants must possess the required qualifications at 
the time of the deadline. KZA reserves the right to recruit the most suitable and competent 
candidate(s) who can best serve the interests of KZA and provide quality services to its members 
among those who successfully pass the interview process. 

mailto:Myra.Dumont@kza.qc.ca
mailto:hr.advisor@kza.qc.ca
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 KITIGAN ZIBI HEALTH & SOCIAL SERVICES 
 

Youth Protection Social Worker 
Job Description 
 

 

 GENERAL INFORMATION 
Job Title : Youth Protection Social Worker 
Category : Professional 

Sector : Kitigan Zibi Health & Social Services 
Location : Ōde Wīdōkāzowin 

Terms : Indeterminate 
Hours : 35 hours per week + varied hours 
Salary :   KZA Salary Scale Level 8 (Range negotiable) 

Immediate Supervisor : KZHSS Director  
Clinical Supervision by Le Centre Jeunesse de l’Outaouais 

Date of Job Description: July 2026 

 

KZHSS MISSION STATEMENT 

Kitigan Zibi Health and Social Services offers a safe, equitable, and quality current service 
practice with qualified community professionals to encourage Kitigan Zibi Anishinabeg 
community members to take charge of their own health. 

 

CLIENT SERVICE RESULTS 

Working in close collaboration with an interdisciplinary team, the Youth Protection Social 
Worker provides culturally safe, family-centred assessment, intervention, advocacy, and case 
management services to protect the safety and well-being of children, youth, and families. 
Services are delivered in accordance with the Youth Protection Act, the Youth Criminal 
Justice Act, and An Act Respecting Health Services and Social Services, through both 
voluntary and mandatory protection measures while promoting family strengths, child safety, 
and long-term well-being. 

 

KEY DUTIES 

Child Protection & Intervention 
▪ Receive and investigate youth protection cases following a retained report 

(signalement retenu) from the Centre jeunesse de l'Outaouais (CJO) in accordance 
with the Youth Protection Act.  

▪ Conduct psychosocial assessments to determine immediate safety concerns, family 
strengths, risk factors, and appropriate interventions.  

▪ Develop, implement, monitor, and evaluate individualized intervention plans that 
support the safety, well-being, and best interests of children and youth.  

▪ Respond to crisis situations by implementing urgent protection measures, coordinating 
emergency placements, medical assessments, and other immediate services as 
required.  
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Case Management & Family Support 
▪ Provide ongoing case management, counselling, advocacy, and support to children, 

youth, families, caregivers, and foster families.  
▪ Coordinate referrals and access to health, mental health, addictions, education, 

cultural, and community supports, including advocacy through Jordan's Principle 
where applicable.  

▪ Monitor client progress, voluntary measures, court orders, probation requirements, 
and service plans, making recommendations and adjustments as required.  

▪ Work collaboratively with families and community partners to strengthen protective 
factors, promote family stability, and support positive outcomes for children and youth. 
  

Legal, Documentation & Professional Practice 
▪ Exercise delegated authority and fulfill responsibilities under the Youth Protection Act, 

the Youth Criminal Justice Act, and other applicable legislation in collaboration with Le 
Centre Jeunesse de l'Outaouais (CJO).  

▪ Prepare court documents, legal reports, case notes, statistical reports, and other 
required documentation in accordance with legislative, professional, and 
organizational standards.  

▪ Participate in court proceedings, interdisciplinary case conferences, and professional 
consultations as required.  

▪ Maintain confidentiality, ethical standards, and professional practice requirements in 
all aspects of service delivery.  
 

Community Collaboration & Program Development 
▪ Collaborate with KZHSS programs, schools, justice partners, health care providers, 

and community organizations to support coordinated services for children, youth, and 
families.  

▪ Participate in prevention, education, and community outreach initiatives that promote 
child safety, family wellness, and early intervention.  

▪ Support KZHSS leadership in advancing First Nations child and family services, 
including initiatives related to Section 37.5 of the Youth Protection Act, the 
implementation of First Nations child and family legislation, and the Declaration on the 
Rights of First Nations Children adopted by the AFNQL Chiefs Assembly.  

▪ Participate in quality improvement initiatives, professional development, and other 
duties as assigned. 

 

KNOWLEDGE AND SKILLS 

▪ Knowledge of the Youth Protection Act, the Youth Criminal Justice Act, An Act 
Respecting Health Services and Social Services, applicable privacy legislation, 
and other legislation governing child and family services.  

▪ Knowledge of child protection practices, psychosocial assessment, crisis 
intervention, counselling, case management, and family-centred service delivery.  

▪ Knowledge of First Nations child and family services, Jordan's Principle, and the 
cultural, social, and historical factors affecting Indigenous children, youth, and 
families.  

▪ Strong communication, interpersonal, organizational, and time management skills, 
including the ability to prepare legal documentation, case reports, and court 
materials while managing a complex caseload.  

▪ Sound judgment, professionalism, and the ability to build collaborative 
relationships with children, families, Le Centre Jeunesse de l'Outaouais, 
community partners, and interdisciplinary teams.  

▪ Willingness to successfully complete mandatory training and certification 
requirements established by the Centre jeunesse de l'Outaouais (CJO). 
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▪ Strong organizational and time management skills to manage competing priorities, 
coordinate workflow and meet deadlines.  

▪ Demonstrates knowledge of and adherence to KZA and KZHSS policies and 
procedures, including the KZHSS Policies and Procedures Manual, KZA Human 
Resources Manual, KZA Code of Ethics, and KZHSS Professional Code of Ethics. 

 

 

CONTACTS 

▪ Establishes and maintains positive working relationships with children, youth, families, 
foster families, caregivers, and community members to support child safety and family 
well-being.  

▪ Communicates and collaborates with the KZHSS Director, interdisciplinary team 
members, schools, health care professionals, community organizations, justice 
partners, and other service providers to coordinate services.  

▪ Works under the delegated authority and clinical direction of Le Centre Jeunesse de 
l'Outaouais to deliver youth protection services in accordance with applicable 
legislation and established protocols.  

▪ Maintains effective working relationships with court officials and other provincial and 
federal agencies as required. 

 

MANAGERIAL/SUPERVISORY 

Human Resources: Not applicable in this position.  

Financial 
Resources: 

Follow KZA Finance Procedures for purchasing. 

Material Resources: Maintains administrative and legal files and records, ensuring their 
accuracy, organization, confidentiality and security. 

 

ENVIRONMENTAL FACTORS 

Psychological and 
Physical Effort: 

▪ Works collaboratively as part of a team and independently as 
required. 

▪ Manages medium to high-level stress and urgent situations. 
▪ Mental alertness to changing and challenging situations. 

Working 
Conditions: 

▪ Works mainly within indoor setting. 
▪ Required to make home visits. 
▪ May be required to use KZHSS vehicles to transport clients. 
▪ Flexibility for a varied work schedule when required. 
▪ Required to attend professional workshops, staff meetings, 

and training within KZA and may be required to travel outside 
of the community. 

 

INCUMBENT QUALIFICATIONS 

Education and 
Experience 

▪ Degree in Social Work or Criminology (with relevant 
specialization), Psychoeducation, or another related field 
acceptable under the Youth Protection Act.  

▪ Current membership, or eligibility for membership, with an 
appropriate professional order (Ordre des travailleurs 
sociaux et des thérapeutes conjugaux et familiaux du 
Québec (OTSTCFQ) or Ordre des psychoéducateurs et 
psychoéducatrices du Québec (OPPQ)), or eligibility to 
exercise reserved acts under Act 21.  
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▪ Experience working with children, youth, and families in 
child protection, youth justice, or a related social services 
setting is considered an asset. 

INCUMBENT COMPETENCIES 

Knowledge: ▪ Understanding of Indigenous health issues and community 
wellness approaches. 

▪ Knowledge and awareness and the KZA culture and 
community.  

Abilities: ▪ Demonstrates sound judgment, professionalism, and the 
ability to maintain confidentiality in accordance with ethical 
and legislative requirements.  

▪ Demonstrates strong assessment, observation, 
monitoring, and reporting skills.  

▪ Communicates effectively, both orally and in writing, and 
establishes positive working relationships with children, 
youth, families, and community partners.  

▪ Ability to work independently, prioritize competing 
demands, and manage a complex caseload with minimal 
supervision.  

▪ Ability to communicate in French is an asset.  
▪ Legally entitled to work in Canada. 

Personal Suitability: ▪ Exercises discretion, diplomacy, and maintains 
confidentiality.  

▪ Demonstrates reliability and consistency in attendance 
and performance.  

▪ Mental calibre to withstand or support emotionally-charged 
or potentially unpleasant and/or disturbing situations.  

▪ Maintains professionalism and respect in interactions with 
participants, families, colleagues, and community 
members.  

▪ Builds and maintains positive working relationships within 
a team setting. 

Certification/Licenses 
to maintain for 

duration of 
employment: 

▪ Valid driver’s license; must meet insurability requirements 
for operating a band vehicle (minimum three years driving 
experience and 21 years of age).  

▪ Criminal record check required; must not have any 
convictions incompatible with the responsibilities of the 
position and must maintain this standard throughout 
employment.  

▪ Medical certificate of good health, if required.  
▪ Valid First Aid and CPR certification, or willingness to 

obtain within three (3) months of hire.  
▪ Adheres to all workplace health and safety policies, 

procedures, and protocols. 

 









WHEN DOES
HEAT BECOME

EXTREME?

ADDITIONAL PREVENTIVE MEASURES

FOR PEOPLE WHO ARE AT HIGHER RISK

1. To better prepare yourself for heat waves:

 2. During heat waves:

Sleep with the windows open

Keep some water by the bed

Do not hesitate to have something to drink, or take a shower or bath during the night

To cool off, use a damp cloth

Be proactive by following basic preventive measures before you feel the effects of heat

During hot nights:

- Find a cool place to sleep

- If this is not possible:

Pay attention to your state of health. In case of general malaise, dizziness, fatigue, head ache,

difficulty breathing, chest pain or swollen legs, contact Info-Santé or your doctor.

Discuss with your doctor any changes that might be required to your medication or to your

medical follow-up. This is especially important for people with the following medical problems:

- Heart failure

- Patients on dialysis

- Loss of fluids due to gastrointestinal problems

Stock up on water and sports beverages
Find a cool place to rest, in case the need arises
Identify someone who can be contacted daily, in case there is a problem
Keep the Info-Santé telephone number within easy reach



BLOODWORKBLOODWORKBLOODWORK
WILL BE BACK IN AUGUSTWILL BE BACK IN AUGUSTWILL BE BACK IN AUGUST

819-449-5593 ext: 2100

shannon.tenascon@kza.qc.ca

BY APPOINTMENT ONLY 

Blood work services are now available on select days.

To check availability or to book an appointment,
please call Shannon Tenascon at the Health Centre. If
you need a different date, Shannon can help you book

an appointment at the Chateau Logue Clinic.

We are delighted to welcome back our Blood Work
Clinic and look forward to continuing to serve our

community with quality care.
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         JOB OPPORTUNITY – 1st Posting 

 July 23, 2026 

POSITION:   Kitigan Zibi Kikinamadinan Administration Technician  

LOCATION:   Kitigan Zibi Kikinamdinan  

WORK SCHEDULE:   35 hours a week. Monday to Friday 

TERM:  Indeterminate- 6-month probationary period 

SALARY: $26.15 to $31.06 per hour (Job Code #4166) 

DUE DATE: August 7, 2026 

 

Under the supervision of the Director of Education, the School Administration Technician is 

responsible for monitoring student attendance, including collecting attendance information and 

following up with parents and guardians regarding student absences. 

The incumbent is also responsible for maintaining financial records related to approved 

classroom expenditures, coordinating the ordering of pre-approved books and educational 

materials, and completing and maintaining the school's capital assets inventory. 

In addition, the School Administration Technician is responsible for creating and maintaining 

databases that support these areas of responsibility and for carrying out other related duties as 

mandated. 
 

PREAMBLE 

If you are interested in applying for this position and can demonstrate that you meet the 

mandatory basic requirements, please forward your: cover letter, updated resume, copy of 

your degrees and/or diplomas/certificates, three (3) work references, a copy of your 

drivers license and any documentation that will support you meeting the mandatory 

qualifications. A police reference check will be required if considered for the position.  

Please provide your job application package to the attention of Myra Dumont, Human Resources 

Advisor, at the Human Resources Building by Friday August 7, 2026, at 11:00 A.M. (EST). 

Contact information:  
Email:         Myra.Dumont@kza.qc.ca or hr.advisor@kza.qc.ca  
Phone:        819-315-0667 ext. 1601 
Fax:          819-315-0666 
Location:     315 Fafard Street, Maniwaki, QC J9E 3B4 
 

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 

with the Kitigan Zibi Anishinabeg’s Preferential Hiring Policy. Applicants must posses the basic 

requirements at the time of the deadline. 

mailto:Myra.Dumont@kza.qc.ca
mailto:hr.advisor@kza.qc.ca
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 GENERAL INFORMATION 

Job Title : Administration Technician 

Category : Administration 

Sector : Kitigan Zibi Education Sector 

Location : Kitigan Zibi Education Administration Building 

37 Kikinamage Mikan, Maniwaki, Quebec 

Terms : Indeterminate  

Hours : 35 hours per week 

Salary : $26.15 to $31.06 per hour (Job Code 4166) 

   Immediate Supervisor: Director of Education 

Date of Job Description: July 2026 
SUMMARY 

Under the supervision of the Director of Education, the School Administration Technician is 

responsible for monitoring student attendance, including collecting attendance information and 

following up with parents and guardians regarding student absences. 

The incumbent is also responsible for maintaining financial records related to approved 

classroom expenditures, coordinating the ordering of pre-approved books and educational 

materials, and completing and maintaining the school's capital assets inventory. 

In addition, the School Administration Technician is responsible for creating and maintaining 

databases that support these areas of responsibility and for carrying out other related duties as 

mandated. 
KEY DUTIES 

▪ Establish and maintain a database to record daily student and staff attendance. 

▪ Follow up with parents and guardians by telephone or text message to verify student 

absences. 

▪ Maintain communication with school staff regarding students who have been absent for 

three or more consecutive days or who demonstrate repeated absences requiring 

follow-up. 

▪ Maintain and monitor the budget database for classroom support funds, and provide 

updated financial information to the Principal, Vice-Principal, and teachers as required. 

▪ Complete and maintain the school's capital asset inventory and prepare an annual 

inventory report for the Kitigan Zibi Education Sector. 

▪ Process and forward approved purchase orders for classroom books and other 

instructional materials as authorized by the Principal or Vice-Principal. 

▪ Provide recommendations to the Director of Education or designate regarding 

improvements to administrative processes and procedures. 

▪ Ensure that all records and documentation are accurately maintained and properly filed. 

▪ Utilize the CANO student information system to support attendance, reporting, and 

other administrative functions. 

▪ Verify and reconcile staff attendance records by cross-referencing the BambooHR 

system with submitted attendance documentation. 

KITIGAN ZIBI EDUCATION SECTOR 

Administration Technician 
Job Description 
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MAINTENANCE OF INFORMNATION 

▪ Maintains Excel-based spreadsheets and databases to support the collection, 

organization, and reporting of administrative and financial information. 

▪ Maintains strict confidentiality of all students, staff, financial, and organizational 

information in accordance with applicable legislation, policies, and procedures. 

▪ Maintains accurate electronic and paper records in accordance with organizational 

record management practices. 

▪ Demonstrates strong organizational, time management, and attention-to-detail skills 

while managing multiple priorities. 

▪ Ensures the accuracy of data entered into administrative databases and promptly 

corrects discrepancies when identified. 

▪ Assists with the preparation of reports, correspondence, and statistical information, as 

requested. 

▪ Demonstrates proficiency in Microsoft Office applications (Excel, Word, Outlook) and 

other education management software. 

▪ Works collaboratively with school administration and KZES staff to support the 

efficient operation of the school. 

▪ Exercises sound judgment, professionalism, and discretion when handling sensitive or 

confidential information. 

 
CONTACTS 

▪ Maintains positive and professional working relationships with students, parents and 

guardians, community organizations, colleagues, and community members. 

▪ Seeks and coordinates technical information technology (IT) support as required to 

ensure the effective operation of administrative systems and equipment. 

 
ACCOUNTABILITY 

▪ Accountable to the Director of Education or designate. 

▪ Responsible for maintaining accurate, current, and confidential records and databases, 

and for providing and presenting this information, as requested, to support program 

planning, decision-making, and continuous improvement. 

 
ENVIRONMENTAL FACTORS 

Psychological and 

Physical Effort: 
▪ Manages medium level stress and multi-task daily. 

▪ Mental alertness to changing and challenging situations. 
Working Conditions: ▪ Works primarily in an office environment. 

▪ Demonstrates strong attention to detail, accuracy, and 

organization in carrying out assigned responsibilities. 

▪ Participates in mandatory professional development, staff 

meetings, workplace health and safety training, and other 

training sessions as required by the Kitigan Zibi Education 

Sector. Occasional travel outside the community may be 

required. 

▪ Demonstrates flexibility and a willingness to learn and apply 

new technologies, systems, and administrative processes. 

▪ Adapts effectively to changing priorities, deadlines, and 

organizational needs while maintaining a positive and 

professional approach. 
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INCUMBENT QUALIFICATIONS 
Education and 

Experience 
▪ Completion of High School diploma with 1 year office 

administrative experience, OR 

▪ Completion of DEP/Vocational studies with 1 year office 

administrative experience, OR 

▪ Completion of College or University diploma or degree. 
INCUMBENT COMPETENCIES 

Knowledge: ▪ Knowledge of the Kitigan Zibi Anishinabeg community, 

culture, and values. 

▪ Knowledge of the programs, services, and organizational 

structure of the Kitigan Zibi Education Sector. 

▪ Proficiency in Microsoft 365 applications, including 

Outlook, Word, Excel, and Teams. 

▪ Proficiency in creating, maintaining, and managing 

electronic databases, spreadsheets, and records using 

Microsoft Excel and other database applications. 
Abilities: ▪ Ability to communicate fluently in English. Knowledge of 

Anishinabemowin and French considered an asset. 

▪ Strong organizational skills with the ability to multitask, 

prioritize responsibilities, and manage competing deadlines 

effectively. 

▪ Ability to receive direction from the supervisor and carry out 

assigned tasks with professionalism and accountability. 

▪ Ability to manage multiple priorities while maintaining 

accuracy, attention to detail, and quality of work. 

▪ Ability to communicate respectfully and professionally with 

students, parents/guardians, staff, administration, and 

community members. 

▪ Ability to prepare and provide monthly written reports, 

summaries, and data as required. 

▪ Willingness and ability to participate in ongoing training and 

professional development opportunities. 

▪ Legally able to work in Canada. 
Personal Suitability: ▪ Excellent work attendance and interpersonal communication 

skills to liaise with administrative colleagues, parents, staff 

and students. 

▪ Respectful. 

▪ Reliable. 

▪ Meticulous in work to be completed. 

▪ Flexible to adapt to changing situations. 
Certification/Licenses 

to maintain for 

duration of 

employment: 

▪ A criminal verification confirmation is required. 

▪ Valid Driver's license and ability to maintain throughout 

employment. 

▪ Access to a personal vehicle. 

▪ Valid First Aid and CPR Training Certification or ability to 

undergo training within 3 months of being hired. 
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                 JOB OPPORTUNITY – 1st Posting 

July 16, 2026 

 

 

 
POSITION:   KZ School Cafeteria -General Kitchen Helper 

LOCATION:   40 Kikinamage Mikan    

TERM:   35 hours per week 

                       Annual Renewable Term Contract of 45 weeks (subject to annual 

                       funding availability) 

SALARY:    $24.73 per hour - Salary Code: 5306 

   
 

Under the immediate supervision of the Head Cook, the KZ School Cafeteria General 
Kitchen Helper provides support in the daily operations of the cafeteria, including the 
preparation and delivery of breakfast, snack, lunch, and other related food service 
activities. 
 
PREAMBLE 
If you are interested in applying for this position and can demonstrate that you meet the 
mandatory basic requirements, please forward your: cover letter, updated resume, 
three (3) work references and any documentation that will support you meet the 
mandatory qualifications. A police reference check will be required if considered for the 
position.  
 
Please provide your job application package to the attention of Myra Dumont, Human 
Resources Advisor, at the Human Resources Department by Friday July 31, 2026, at 
11:00 A.M. (EST). 
 
Contact information:  
Email:   Myra.Dumont@kza.qc.ca or hr.advisor@kza.qc.ca  
Phone:  819-315-0667 ext. 1601  
Fax:   819-315-0666  
Location:  315 Fafard Street, Maniwaki, QC J9E 3B4  
 
 
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 with the Kitigan Zibi Anishinabeg’s 
Preferential Hiring Policy. Applicants must posses the basic requirements at the time of 
the deadline. 
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KITIGAN ZIBI EDUCATION SECTOR 
Kitigan Zibi School Cafeteria 

General Kitchen Helper 
GENERAL INFORMATION 

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

KZ School Cafeteria- General Kitchen Helper 
Education Support Services 
Kitigan Zibi Education Sector (KZES) 
Kitigan Zibi Kikinamadinan 
Renewable (45 weeks) Term Contract-Subject to funding 
availability 

              35 hours per week. Monday-Friday 
$24.73 per hour 
KZ Cafeteria Head cook 
July 2026 

GENERAL JOB SUMMARY 

Under the supervision of the KZ Cafeteria Head Cook or designate, the General Kitchen Helper 
supports the delivery of breakfast, lunch, and related cafeteria activities. 

RESPONSIBILITIES                       KEY DUTIES 

Responsible to provide 
support in the KZ 
school cafeteria 

• Assists in preparation of breakfast program, daily snacks and 
lunches 

• Assists in layout of food to be distributed 

• Assists in serving meals 

• Assists in clean-up and general up-keep of the cafeteria 
cooking area and cafeteria. 

• Assists with cleaning tables, dishes, utensils, serving trays and 
other related equipment 

• Assists in other designated areas as required and mandated 
 

 

ACCOUNTABILITY 

  • Complies with and adheres to all KZA/KZES policies, procedures, and guidelines, including 
but not limited to: 

o KZES Policies and Procedures Manual 

o The KZA Human Resources Manual 
o KZA Code of Ethics  

 

WORKING RELATIONSHIPS 

Interpersonal 
Relationships                                                                  

 Establishes and maintains positive and respectful working 
relationships with students, staff and Parents/Guardians 

 Strong interpersonal skills and service oriented. 

Teamwork                                                                                        • Works collaboratively as a team and independently as 
required; 

• Participates in KZES meetings as required and participates in 
staff meetings; 

• Understands personal limitations and seeks advice when 
necessary. 
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Training                                                                                           • Attends professional development workshops to maintain 
current skills; 

• Attends workplace safety training and exercises as required. 
(WHMIS, CPR, First Aid, Food Handling). 

 

ENVIRONMENTAL FACTORS 

Deadlines  • Meets work objectives within established time frames; 

• Manages time effectively; 

• Ensures reporting requirements are completed within required 
timeframes. 

Mental and Physical 
Effort 
 

•  Manages medium level stress and multi-tasks daily; 

• Uses proper techniques to carry or lift heavy objects; 

• Mental alertness to changing situations; 

• Strong interpersonal skills. 

Working Conditions 
 

• Mainly Indoors and KZ school based; 

• May be required to use KZES vehicles on the rare occasion; 

• Proper attire to work in a kitchen is required. 
 

Cultural competency 
 

• Knowledge and awareness of Kitigan Zibi culture and 
community. 

QUALIFICATIONS REQUIRED 

Education and 
Experience  

• Secondary 4 or equivalency in related work experience. 

Skills and Knowledge 
 

• Strong oral and written communication skills in English are 
required; 

• Ability to communicate in French and Algonquin is considered 
an asset; 

• Willingness and ability to work flexible hours as required; 

• Demonstrates trustworthiness, discretion, and the ability to 
maintain confidentiality; 

• Reliable, punctual, and dependable with a strong attendance 
record; 

• Ability to work independently with minimal supervision; 

• Basic computer literacy skills; 

• Ability to safely operate kitchen equipment; 

• Ability to perform assigned duties and responsibilities in 
accordance with established procedures and direction. 

Conditions of 
employment the 
successful candidate 
must maintain the 
following 
requirements, licenses, 
and certifications 
throughout their 
employment: 
 

• Must have no criminal convictions related to the position and 
maintain a valid criminal record check/clearance throughout 
employment; 

• Must successfully complete and maintain an Enhanced 
Vulnerable Sector Check; 

• Must provide a medical certificate of good health, if required 
for the position; 

• Must possess a valid First Aid and CPR certification or obtain 
certification within three (3) months of hire and maintain it 
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throughout employment. 

• Must possess a valid driver’s licence and maintain a valid 
licence throughout employment; 

• Must follow all workplace health and safety requirements, 
precautions, and established protocols; 

• Must be legally authorized to work in Canada. 
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CANCELED 

JOB OPPORTUNITY – 2nd Posting  

  July 16, 2026 

POSITION:   Post Secondary Student Support Program Officer 

LOCATION:   Kitigan Zibi Education Administration Building 

WORK SCHEDULE:    35 hours a week. Monday to Friday 

TERM:  Indeterminate. Full time Standard probationary period 

SALARY:  $51,688 to $74,402 Annually 

                                               QESB Job Code #4208 
 

DUE DATE: July 31, 2026 

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 support staff coordination and administrative support for the delivery 

of the KZES Post Secondary Student Support Program (PSSSP).   

PREAMBLE 

If you are interested in applying for this position and can demonstrate that you meet the 

mandatory basic requirements, please forward your: cover letter, updated resume, copy of 

your degrees and/or diplomas/certificates, three (3) work references, a copy of your 

drivers license and any documentation that will support you meet the mandatory qualifications. 

A police reference check will be required if considered for the position.  

Please provide your job application package to the attention of Myra Dumont, Human 

Resources Advisor, at the Human Resources Building by Friday July 31, 2026, at 11:00 A.M. 

(EST). 

Contact information:  

Email:         Myra.Dumont@kza.qc.ca or hr.advisor@kza.qc.ca  
Phone:        819-315-0667 ext. 1601 
Fax:          819-315-0666 
Location:     315 Fafard Street, Maniwaki, QC J9E 3B4 
 

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 

with the Kitigan Zibi Anishinabeg’s Preferential Hiring Policy. Applicants must posses the basic 

requirements at the time of the deadline. 

 

mailto:Myra.Dumont@kza.qc.ca
mailto:hr.advisor@kza.qc.ca
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 GENERAL INFORMATION 

Job Title : Post Secondary Student Support Program Officer 

Category : Administration 

Sector : Kitigan Zibi Education Sector 

Location : Kitigan Zibi Education Administration Building 

37 Kikinamage Mikan, Maniwaki, Quebec 

Terms : Indeterminate  

Hours : 35 hours per week 

Salary : $51,688 to $74,402  

(QESB Job Code #4208) 

Immediate Supervisor : Director of Education 

Date of Job Description : July 2026 
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 staff 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.  

• Ensuring 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. 

• Send 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 attend school on-campus for at least 12 hours 

per week (or 4 courses per term) by obtaining student Schedules/timetables for student 

files. 

• Communicate with Post Secondary institutions as required to obtain invoices, 

administrative forms, final transcripts, etc. 

• Ensures that all requisitions for monthly allowances, books, and 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. 

KITIGAN ZIBI EDUCATION SECTOR 

Post Secondary Program Agent 
Job Description 
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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.  

• Ensure 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 daily and ensures that all 

information entered is valid and updated when necessary. 

• Attends meetings related to Post Secondary Institutions issues. 

• Schedules for Post Secondary Institutions visits to liaise and support Post Secondary 

Students.  

• Carries out all other related and mandated duties 

 

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, organizations, co-workers and 

community members. 

 
MANAGERIAL/SUPERVISORY 

Human Resources: ▪ Addresses workplace issues that occur in a timely manner. 

▪ Participates in staff meetings and training. 

▪ Maintains confidentiality and respects all laws regarding the 

upholding of privacy in the workplace. 

▪ Oversees support worker. 
Financial Resources: ▪ Maintains Excel based information for general and financial 

data 
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 with support 

▪ 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 3 years office 

administrative experience, OR 

▪ Completion of DEP/Vocational studies with 3 years office 

administrative experience, OR 

▪ Completion of College or University diploma or degree 
INCUMBENT COMPETENCIES 

Knowledge: ▪ Knowledge and awareness of the KZA culture and 

community. 

▪ Knowledge of KZES programs and services 

▪ General 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. 

▪ Ability to formulate recommendations 

▪ Ability to prepare briefing notes 

▪ 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. 

▪ Meticulous in work to be completed. 

▪ Flexible to adapt to changing situations. 
Certification/Licenses 

to maintain for 

duration of 

employment: 

▪ A criminal verification confirmation is required 

▪ Valid Driver's license and ability to maintain throughout 

employment. 

▪ Access to a personal vehicle. 

▪ Valid First Aid and CPR Training Certification or ability to 

undergo training within 3 months of being hired. 
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Briefing Note 
 
To:  FNEC member communities 

From: First Nations Education Council  

Date: June 30, 2026 

Subject: Canada Learning Bond 

 

 

CONTEXT 

 

To foster access to postsecondary studies and reduce the financial obstacles that could prevent 

certain students from pursuing their studies, we would like to draw your attention to the Canada 

Learning Bond (CLB), which provides up to $2000 in financial assistance for eligible people who 

want to pursue postsecondary studies.  

 

WHAT IS THE CLB? 

 

The Canada Learning Bond (CLB) is a government grant paid into an account called a “registered 

education savings plan” (RESP) to help low-income families finance their children’s postsecondary 

studies. Families are not obligated to contribute to receive the CLB. 

• First, a RESP must be opened in the child’s name1 (in a bank or credit union or through a 

broker). 

• The family’s income must be lower than a certain threshold (based on the same grid as 

the Canada child benefit). 

• Once the request is approved, the money is paid into the RESP each year of eligibility until 

the child reaches age 15. 

• The maximum total amount per child is $2,000: $500 the first year, plus $100 per year up 

to age 15. 

• Youth aged 18 to 20 can still apply for the CLB if they have never received it. The 

application must be made before their 21st birthday (or before their 31st birthday starting 

in 2028). 

 

What are these funds for? 

 
1 To learn more about opening a RESP: Registered Education Savings Plan (RESP) – Canada.ca 
 

https://www.canada.ca/en/revenue-agency/services/tax/individuals/topics/registered-education-savings-plans-resps.html
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They are used to finance a student’s full-time or part-time studies after secondary school 

(professional training, cegep and university). They can help to pay tuition, books, transportation 

and lodging for postsecondary studies. 

  

Late claim 

The CLB is retroactive, which means that when an application is made for a child, the government 

checks their eligibility for each year since birth and pays into the RESP the amounts corresponding 

to eligible years. The payments continue for each year of eligibility up to age 15. If the application 

is made after the child reaches age 15 (or for an adult applying on their own, currently between 

their 18th and 21st birthdays, or between their 18th and 31st birthdays starting in 2028), the total 

amount that the person is entitled to is paid in a single deposit. 

 

Change coming in 2028 

Starting in April 2028, the government will automatically open a RESP for children born in 2024 or 

after. For children born before 2024, an account must be opened with a bank, for example. 

  

RECOMMENDATIONS 

 

What your community can do: 

 

1. Share this information: 

Share this message with potential CLB beneficiaries and the people around them, namely: 

• low-income families with young children; 

• people who work in education, child and family services or with youth; 

• people responsible for children under care; 

• your partners in adult education. 

 

2. Talk to young adults 

Talk to the young adults in your community. Many are entitled to a CLB that they may have never 

received. This is the right time to talk to them about the CLB. Starting in 2028, they will have until 

the day before their 31st birthday to claim it (currently, they have until the day before their 21st 

birthday). An individual can apply on their own once they reach age 18. 

 

3. Inform people responsible for children under care 

Children under care are often entitled to the CLB, but very few of them have a RESP account open 

in their name. The people who are responsible for them in your community can apply for them: 

 

• Step 1: Open an account (RESP) and claim the CLB for the child. 

• Step 2: Later, when the young person starts their postsecondary studies, transfer the 

money to them. 



                REGISTRATION FORM FOR SCHOOL SUPPLIES 2026-2027 

 

 
TO: Kitigan Zibi Anishinabeg parents who have children 
attending Provincial schools that wish to apply for 
school supplies 

The Kitigan Zibi Education Sector (KZES) In-School Program covers most school 
supplies for registered KZA students attending Provincial schools in elementary or 
high school. However, the KZES does not cover the following items: textbooks, 
computers, Macbooks /ipads/tablets, headphones, uniforms and gym items. 

If you wish to make an application: 

 

1. Complete the registration form and attach a copy of your child’s school 

supplies list that has been provided by the school. All applications must 

include the child’s 10 digit band number. 

 

2. Submit your application by email to anita.stevens@kza.qc.ca 
 

3. All school supply applications must be first authorized by the KZES. 

Approved school supply orders will be submitted by KZES to Imprimerie 

Maniwaki.  

 

4. You may pick up your order at Imprimerie Maniwaki during the week of 

August 17, 2026.   

All Parents or Guardians will be required to pick up their child’s school supplies at 

Imprimerie Maniwaki located at 412 rue des Oblats, Maniwaki. The contact 

person at Imprimerie Maniwaki will be Anne Richard at 819-449-1122. 

Should you have any questions regarding your order please contact Anita Stevens 

at 819-449-1798 or by email at anita.stevens@kza.qc.ca .  

 

 

mailto:anita.stevens@kza.qc.ca
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REGISTRATION FORM FOR SCHOOL SUPPLIES 2026-2027 

Kitigan Zibi Education Sector (KZES) 

 

In-School Program 

Student School Supplies Application Form 

(For registered Kitigan Zibi Anishinabeg students attending Provincial Schools) 

 

Student’s Name: 

D.O.B.:                                                                                                          Male                     Female   
                                           (DD/MM/YYYY) 

Student’s BAND #:                                                                              (Enter Full 10 digit number) 

Mother’s Name:   

Father’s Name: _________________________________________________ 

Home Address: 

                              

Telephone #: 

Parent’s Email: 

 

Name of School: 

Grade Level:  

Is the School Supply list attached to this application:     Yes    / No    

 

 

Parent’s Signature                                                                                  Date 

 

Please ensure that you submit the School Supplies Form to Anita Stevens at the KZES 
Administration Building (located at: 37 Kikinamage Mikan, Maniwaki QC )  
OR by email to anita.stevens@kza.qc.ca OR by fax 819-449-5570 

mailto:anita.stevens@kza.qc.ca


                FORMULAIRE D’INSCRIPTION AUX FOURNITURES SCOLAIRES 2026-2027 

 

 À:     Aux parents de Kitigan Zibi Anishinabeg dont les enfants 
fréquentent des écoles provinciales et qui souhaitent faire une 
demande de fournitures scolaires 

Le programme scolaire du Secteur d’Education Kitigan Zibi (KZES) couvre les frais de la plupart 
des fournitures scolaires pour les élèves Kitigan Zibi Anishinabeg (KZA) inscrits qui fréquentent 
des écoles primaire ou secondaire provinciales.  Cependant, le programme scolaire du Secteur 
d’Education Kitigan Zibi (KZES) ne couvre pas les articles scolaires suivants : manuels/livres, 
ordinateurs/portable/Macbooks, ipads, tablettes, écouteurs, uniformes et articles de gym.  
 
Si vous souhaitez-faire une demande : 
 

1. Remplissez au complet le formulaire d’inscription. Toutes demandes doivent inclure le 
numéro de band à 10 chiffres de l’enfant et une copie de la liste des fournitures 
scolaires de votre enfant qui a été fournie par l’école. 
 

2. Soumettez votre formulaire d’inscription à Anita Stevens au bâtiment du Secteur 
d’Education Kitigan Zibi (KZES) au 37 Kikinamage Mikan OU par courriel à 
anita.stevens@kza.qc.ca OU par télécopieur au 819-449-5570. 

 
3. Toutes les demandes de fournitures scolaires doivent être préalablement autorisées par 

le Secteur d’Education Kitigan Zibi (KZES). Les commandes approuvées de fournitures 
scolaires seront soumises par le Secteur d’Education Kitigan Zibi (KZES) à l’Imprimerie 
Maniwaki.  
 

4. Veuillez accorder à l’Imprimerie Maniwaki un délai minimum de deux (2) jours pour 
traiter votre demande avant de récupérer vos fournitures scolaires au magasin. 
 

5. Vous pouviez récupérer votre commande durant la semaine du 17 août 2026. 
 

Tous les parents ou tuteurs devront récupérer les fournitures scolaires de leur enfant à 
l’Imprimerie Maniwaki située au 412 rue des Oblats, Maniwaki, QC. La personne-ressource à 
l’Imprimerie Maniwaki sera Anne Richard au 819-449-1122. 
 
Si vous avez des questions, n’hésitez pas à contacter Anita Stevens au 819-449-1798. 
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                FORMULAIRE D’INSCRIPTION AUX FOURNITURES SCOLAIRES 2026-2027 

Secteur de l’éducation de Kitigan Zibi Anishinabeg 

Formulaire de demande de fournitures scolaires pour étudiants 

(Pour les élèves inscrits de Kitigan Zibi Anishinabeg qui fréquent les écoles 
primaire ou secondaire provinciales) 

 

 Nom de l’étudiant (e) : __________________________________________________________ 

Date de naissance (JJ/MM/AAAA) : __________________________ Masculin    Féminin  

Numéro de BAND de l’étudiant (e) : ________________________________________________ 

                                                                                (Entrez le numéro complet à 10 chiffres) 

Le nom de la mère : _____________________________________________________________ 

Le nom du père : _______________________________________________________________ 

Adresse postale : _______________________________________________________________ 

                                _______________________________________________________________ 

 

Numéro de téléphone (s) : _______________________________________________________ 

Courriel des parents ou des tuteurs : _______________________________________________ 

 

Le nom de l’école primaire ou secondaire : __________________________________________ 

Niveau scolaire : ________________________________________________________________ 

La liste des fournitures scolaires est-elle jointe à cette demande : Oui  / Non  

 

________________________________________________             ________________________ 

La signature du parent ou du tuteur                   JJ/MM/AAAA 

 
Veuillez-vous assurer de soumettre le formulaire de fournitures scolaires à Anita Stevens au bâtiment du 
Secteur d’Education Kitigan Zibi (KZES) au 37 Kikinamage Mikan OU par courriel à 
anita.stevens@kza.qc.ca OU par télécopieur au 819-449-5570. 

mailto:anita.stevens@kza.qc.ca


 



Kwey kakina, Mino Kijijebawogād, 

Rae-Anna Whiteduck nidiijinikāz, Kitigān Zībīng, Anishnabe āki nindonjibā. Josee Whiteduck nikōkōmis.  Basil Dewache ni kichi 

mishōmisiban ashidj Marianne Decontie ni kichi kōkōmisiban. Ikwe Gananwindan Nibī ashidj niwawenī ondji andjisewin. 

Mīgwech mindoneninmin Kōkōm Catherine Cayer ashidj Kristy Odjick. 

___________________________________________________________________________________ 

Good morning, 

My name is Rae-Anna Whiteduck, I am from and live in Kitigān Zibi Anishnabeg. I am the grand-daughter of Josee Whiteduck 

and the great grand-daughter of Basil Dewache and Marianne Decontie. I am a Water Protector, and I am ready for change.  

I’d like to thank Kokom Cotty (Catherine Cayer) and Kristy Odjick for nominating me for this terms Council. 

___________________________________________________________________________________ 

Bonjour et bon matin,  

Mon nom c’est Rae-Anna Whiteduck. J’habite dans et je viens de la communauté de Kitigān Zibi. Je suis la petite-fille de Josee 

Whiteduck, Basil Dewache et Marianne Decontie son mes arrière grand parents. Plus tôt, je suis une gardienne de l’eau et je 

suis prête pour change.  Je tiens à remercier Grand-Mère Cotty (Catherine Cayer) et a Kristy Odjick de m’avoir nominé pour 

les élections de ce mandat. 

___________________________________________________________________________________ 

Over the last few weeks since my nomination, I have put great thought into my beliefs and what we stand for as Anishinabeg. 

To really ask myself (and my teachers around me), am I ready for this responsibility?  After sitting with the Elders and some 

Youth around me; it’s with their encouragement and support that I am honoured to accept my nomination for this term’s 

elections. It's important to me to first ask for guidance and leadership from the Elders and Youth, as they help keep an 

important balance with their knowledge and support. This is one of the fundamental teachings as Anishinabeg people, and it 

is something I wholeheartedly believe in as an Anishinabekwe.  All voices must be heard and included. 

I have, and will continue to advocate for many issues within, and on our Territory at large. Issues and areas that are critically 

important to our community and need to be addressed are as follows (in no specific order). 

- Traditional Values  - Community Revitalization/ Unity - Language Crisis 

- Accountability  - Mental Health / Addictions   - Economic Development 

- Environment:   - Education / Special Needs   - Territory Presence and  

Water/Land/Animals/Resources           Consultation 

Now is the time to start making changes, “We are stronger together”. We need to take a good look at where we are as a 

community, we must look at what has recently transpired and the great harms that have impacted our community and 

community members. We must first look within to address these harms so we can continue to grow and evolve as a healthy 

community together. Lots has happened, and we have many battles coming to protect Kitigān Zibi and Anishnabe āki. There 

is lots of work to be done, and it will not be done overnight, but it must be done together. We can only strive to continue to 

grow as a First Nation Community by allowing our leadership to reflect all our strengths, different and shared values and 

goals.  

I look forward to the opportunity to talk further on these issues, māmawi (together).  

Niwawenī kidji onamitāyān ondji māmawi kīn.  

I am honoured and ready to work with and for you.  

Je suis très honoré, et prête a travaillé ensemble et pour vous.  

 

Mīgwech, 

Rae-Anna Whiteduck, “Kisongizimin Māmawi Kakina”, “We are stronger together”, “On et plus fortes ensembles”. 



 

Kwey, Hello, Bonjour to all KZA community members, both on and off reserve. 

My name is Shawn Dubé, son of the late Edgar Dubé and Sandra Diabo. 

I was honoured to be nominated for Council, and after giving it careful thought, I have decided 
to put my name forward because I want to help build a stronger, more united community. To do 
that, I will need the support of our community members, both on and off reserve. 

Some of you know me, while many do not. I lived in Ottawa for the past 35 years, where I built 
my career and raised my children, Marissa Dubé and Keenan Dubé, Drake Cote-Ratt, Atheena 
Cote-Ratt and Joseph Cote-Dent. Three years ago, my wife, Shilo Cote, and I made the decision 
to return home to Kitigan Zibi. Since then, I have had the opportunity to reconnect with people I 
have known for many years and to build new friendships with community members I had not yet 
met. 

Throughout my career in Ottawa, I worked in the information technology industry, serving as a 
Chief Executive Officer. In that role, I provided IT hardware and services to the Federal 
Government while gaining extensive experience in leadership, strategic planning, policy 
development, management, accountability, and transparency. 

I believe the knowledge and experience I have gained throughout my career can be put to good 
use in serving our community. If elected to Council, I will bring those skills with me and work 
hard to help build a stronger, more transparent, and accountable Council that serves the best 
interests of all KZA members. 

As a community member who spent many years living off reserve, I have personally seen the 
challenges that many of our members face. There is often a lack of support, limited access to 
funding and programs, and fewer opportunities for those who are unable—or choose not—to live 
in the community. For many families, this decision is influenced by employment opportunities, 
education, housing, or the lack of available land to build a home. 



I believe that every KZA member deserves to feel connected, supported, and represented, 
regardless of where they live. We are one community, and the voices and needs of both on- and 
off-reserve members should be heard and considered when decisions are made. If elected, I will 
work to promote greater inclusion, improve communication, and advocate for fair access to 
programs, services, and opportunities for all members. 

As a father, I understand the importance of perseverance and support. My son, Keenan, was 
diagnosed with ADHD and a learning disability at the age of eight. Today, he is entering his 
third year at the University of Ottawa, pursuing a Bachelor of Computer Science. 

Helping prepare him for university was a long and challenging journey. It required patience, 
persistence, consistency, and unwavering dedication from our family, as well as his own 
determination to overcome the obstacles he faced. 

This experience taught me that with the right support, encouragement, and opportunities, people 
can achieve far more than others may expect. It also reinforced my belief that investing in our 
youth, our families, and those who need additional support is one of the most important 
responsibilities we have as a community. 

I may be just one voice on Council, but I promise to make sure your voice is heard. My 
commitment is to listen, to be accessible, and to represent the interests of all KZA members with 
honesty, accountability, and respect. 

Together, we can build a stronger, more transparent, and more inclusive future for our 
community—one that supports our Elders, empowers our youth, and creates opportunities for 
future generations. 

Thank you for taking the time to read my message and learn more about me. I would be 
honoured to earn your trust, your support, and your vote. Migwetch. 

X

Shawn Dube






