Jr. Administration Assistant
Wanuskewin is seeking motivated students to join our dynamic team as Jr. Administration
Assistant for the summer of 2020. Wanuskewin, which is located just north of Saskatoon,
Saskatchewan, is a cultural interpretive center focused on the cultures of the Northern Plains.
Centered around the Opimihaw Creek valley, Wanuskewin has Canada's longest continuously
running archaeology site, with over 19 sites found in the valley dating as far back as 6,400 years
ago. It is around this that Wanuskewin offers a variety of educational programs about the Plains
region, cultures, archaeology, history, arts and traditions to visitors of all ages throughout the
year. May through August are considered the busy season, with thousands of visitors coming
during these months. Wanuskewin is accepting applications for a full time, summer Junior
Administrative Assistant, reporting to the Visitor Services Manager.
The position will include the following accountabilities:
- Welcome and orient groups to the park, giving them the necessary information upon their
arrival for their visit
- Answer and direct phone calls and emails
- Receive mail and distribute as appropriate
- Assist the Tour Coordinator in finalizing weekly tour schedules and ensure information is
distributed appropriately and in a timely manner
- Support Wanuskewin staff in a wide variety of administrative and coordination capacities
- Ensure a positive, timely and concise manner when addressing questions and concerns with
park customers
- Assists in the start to finish process of event planning and coordination, ensuring the best
customer service possible
- Communicates effectively with departments on park bookings and booking details
- Supports finance department when required with accurate data entry within payables, inventory
receivables, exhibit change support
- Works in reception as required with administrative duties including but not limited to timely
coordination and preparation of WHPA board meetings, including minutes, agenda and
documentation as well as logistics of meeting
- Daily opening and closing of till, ensuring payments have been received and accounts balance
out
Required Qualifications and Experience: The ideal candidate will be a post-secondary student
in business administration, accounting, marketing or finance and must be a returning student in
the fall of 2020. Demonstrated knowledge of Indigenous cultures is required, as is previous
customer service experience. Strong working knowledge of Microsoft Office and familiarity with
Point of Sale (POS) systems would be considered an asset. The successful candidate will be
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required to produce a Criminal Record Check with Vulnerable Sectors and have reliable
transportation prior to commencement of work.
The ideal candidate will:
• Must have a positive attitude, willingness to learn, and a commitment to achieving the goals
and mission of Wanuskewin
• Ability to communicate effectively with the public
• Possess excellent writing skills
• Strong interpersonal skills and the ability to work independently and as part of a diverse team
• Creativity and high energy are a must
• Self-starter and self-directed with initiative
• Proficiency with Microsoft Office (Word, Excel, Outlook) expected
• Knowledge of Sage accounting software would be considered an asset but not required
• Customer service experience and conflict resolution abilities
How to apply: Please email to hr.admin@wanuskewin.com your resume with a minimum of
three references and cover letter describing how your experience and knowledge of sustainability
and Indigenous Peoples makes you the right fit to join the Wanuskewin team. The successful
candidate(s) will be required to produce a CPIC and have reliable transportation prior to the
commencement of work. Wanuskewin has a priority to hire Indigenous, please note in your
cover letter.
Closing date: April 1, 2020
*Please note this position may be filled before April 1, 2020*
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