Algonquins of Greater Golden Lake First Nation
Job Profile
COMMUNITY COORDINATOR

Title:
Reporting to:

Community Coordinator
Algonquin Negotiation Representative (ANR)

General Background

The Algonquins of Ontario (AOO) are on a journey of survival, rebuilding, and self-sufficiency- a journey
of reconciliation. This journey began nearly 250 years ago when the first Algonquin Petition was submitted
to the Crown in 1772. Today, the AOO are comprised of the following ten Algonquin communities:

• Algonquins of Pikwakanagan First Nation

•
•
•
•

Antoine
Bonnechere
Greater Golden Lake
Kijicho Manito Madaouskarini

•

•
•
•
•

Mattawa/North Bay
Ottawa
Shabot Obaadjiwan
Snimikobi
Whitney & Area

The Algonquins of Ontario Settlement Area includes a territory of nine million acres within the
watersheds of the Kichi-Slbl 1 and the Mattawa River in Ontario. Based on a Protocol signed in 2004,
these communities are working together to provide a unified approach to negotiate a modern-day
Treaty.
On October 18, 2016, the AOO and the Governments of Ontario and Canada reached a major milestone
in their journey toward reconciliation and renewed relationships with the signing of the Agreement-in
Principle (AIP). The signing of the AIP is a key step toward a Final Agreement, which will clarify the rights
of all concerned and open up new economic development opportunities for the benefit of the AOO and
their neighbours in the Settlement Area in Eastern Ontario.
Since the signing of the AIP in 2016, the AOO and the Governments of Ontario and Canada have
continued to advance negotiations towards a Final Agreement. If a Final Agreement is achieved through
this next phase, and if it is ratified by Algonquins and by the federal Parliament and provincial
Legislature, it will take the form of a modern-day treaty setting out Algonquin Aboriginal and treaty
rights protected under Section 35 of the Constitution Act, 1982.
The Teachings of the Seven Grandfathers below are the guiding principles of the Algonquins of Ontario.
The Teachings of the Seven Grandfathers
•
•
•
•

Kwayakoziwin: Honesty: Honesty in facing a situation is to be brave.
Tabasenindizowin: Humility: Humility is to know yourself as a sacred part of Creation.
Manadfiyi:m: Respect: To honour all Creation is to have respect.
Songideyewin: Bravery: Bravery is to face the foe with integrity.

The Ottawa River, otherwise known as the Big River or Kichi-Sibi, has also been referred to in the Algonquin
language as "Kichisipi", "Kichissippi", "Kitchissippi" and "Kichisippi"
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•
•
•

Nibwakawin: Wisdom: To cherish knowledge is to know wisdom.
Sagihidiwin: Love: To know Love is to know peace.
Tebwewin: Truth: Truth is to know all of these things.

Position Summary
The purpose of this position is to provide community outreach and coordination in support of the Algonquin
Negotiation Representative and (insert Community Name) to increase community capacity and treaty
readiness in alignment with the work of the Algonquin of Ontario (ADO}. This includes, but is not limited
to, assisting with determining methods for community engagement, scheduling, and maintaining a
calendar for all AOO community-based events; and working closely with the ANR and Algonquin
Leadership to plan and execute various events and training. The purpose is to increase and deepen
community awareness, increase community engagement, and assist with the facilitation of the
revitalization and self-sufficiency of the Algonquin Nation.

Job Duties

The specific responsibilities outlined within the job profile are reflective of the duties and expectations
of the position. Employees may perform other duties and tasks as required to meet the needs of the
ANR and work of the AOO.
Based on previous experience and willingness to broaden understanding of the AOO and to assist in the
revitalization and rebuilding of the Algonquin Nation within Greater Golden Lake, the following
summarizes the key responsibilities of the role.
Key Responsibilities for this Role:
Community Outreach and Awareness:
• Ability to apply for grants that build capacity and infrastructure within the Greater Golden Lake
community
• Ability to locate and go after economic opportunities for the Greater Golden Lake community.
• Develop and implement outreach strategies that promote community awareness of the work
and projects of the AOO.
• Create outreach opportunities of various size and scope including training, presentations, and
community events.
• Determine logistical details and activities for special events.
• Create and disseminate promotional and outreach materials as required.
• Research and recommend new opportunities for collaborations, partnerships, and community
events.
• Identify new, and develop existing, relationships with community, volunteers and partner
organizations, groups, and agencies .
• Assist in development of communication deliverables; including invitations, brochures, and
presentations.
• Collaborate with the ANR and AOO to share updates, raise awareness, and cross-promote
resources within the community.
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•
•
•
•
•

Liaise with community leaders, volunteers and partners for input, guidance, understanding
and direction, as required.
Establish positive collaborative relationships.
Track results of outreach efforts in tracking tools for monthly reporting.
Create and modify outreach documents using Microsoft Office suite of products.
Keep well-informed on ANR commitments, priorities, and schedules.

Community Events:
• Manage event coordination from initiation to reporting including tracking invitations, RSVPs,
securing venues, coordinating room preparation, food service, surveys, thank-you and follow
up correspondence.
• Organize, coordinate and/or participate in special events and promotions advocating the
work of Algonquins of Ontario.
• Create and/or assist in creating presentations and resources to support community events.
• Provide first point of contact for community and outreach event requests from community
members.
Marketing and Social Media Plan Implementation and Support:
Initiate and coordinate targeted community marketing campaigns, social media campaigns,
activities, and events
• Develop con!ent for marketing and/or promotional materials.
Update (Community Name)' website and social media platforms, as necessary and required to
ensure community events and information is readily available.
• Create and update promotional materials such as brochures, mass mailings, presentations,
special events, letters, etc.

•

•

Administration and Reporting:
• Manage community events calendars with coordination of ANR and AOO priorities.
• Monthly reporting (and as otherwise required).
• Assist with other administrative duties as required.

Skills
Education:

Previous Experience:
On the Job Experience:
Internal Communication:

Recognized post-secondary diploma (2 years) in a
related field and/or relevant experience in
community outreach, community development,
social services, marketing
3-5 years
12 months
This position requires consultation with and/or
coordination of activities with other employees of the
organization.
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Algonquin Representative Communication:

External Communication:

Problem Solving Skills:

Other Position Specific Skills:

Daily communication is required with Algonquin
Negotiation Representatives and direct contact with
ANRs to provide consultation, support and guidance
as required by organizational mandates.
Coordination of activities and providing
updates/information to Government Agency contacts
and other industry contacts is required. Contacts are
typically limited to front line service - middle
management. Community outreach involves a high
level of external communication, event coordination,
training, and marketing plans to raise awareness and
engagement.
Problems or situations are often different and require
interpretation. Use exceptional judgment to identify
the most appropriate solution from several options
using prior knowledge and experience.
• Ability to understand the detrimental and lasting
effects of colonization on Indigenous people and
respond appropriately when interacting with the
Algonquin Negotiating Representatives (ANRs),
community members and stakeholders.
• Excellent communication skills: both verbal and
written to inform, advise and persuade.
• Excellent active-listening skills.
• Superior telephone manners and interpersonal and
customer service skills.
• Superior attention to detail.
• Superior ability to positively interact with others
using sensitivity, tact, diplomacy, and
professionalism.
• Strong organizational and time management skills
• Above-average scheduling skills
• Strong computer skills including archival database
software, accounting software and Microsoft Office
Suite.
• Excellent record-keeping skills.
• Must be able to lift up to 20kg (44 lbs.).
• Must hold a valid G Class Driver's License.
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Cont!cts/Advocacy/ft�-•

.

· • •.

Associated Responsibilities
Planning and coordinating of complex projects, determining
deadlines and keeping supervisor apprised of changes.
Contacts involve a) Key relationships/approvals within an
organizational area b) Work with/influence others to gain
agreement. OR c) Coordinate work of others without direct
authority. Moderate impact such as lost relationships,
considerable project delay
Tasks are normally covered by instruction/direction with some
details left up to the employee. Fairly frequent progress/quality
checks. Error impact would be minor financial loss or minor
amount of time to correct.
Supervisory duties are periodically assigned to lead a small work
unit/section or to run a project, coordinating work of others. May
include periodic management of contractors or contracts with
external resources. No formal functional leadership.
Limited financial responsibilities. Ensures all expenditures are on
track for provided budget. Able to approve small purchases.
Approval required for moderate to high expenditures outside of
the approved budget.

Mental Effort
Tasks require focus and regular attention to detail and above average time management and
scheduling skills. Work is within specific guidelines but may also include limited direction.
Physical Effort
Up to 3 hours of sitting or working on a computer with minimal physical movement due to urgent
tasks and concentration to avoid making errors. Significant computer work and audio-visual strain.
Travel within communities for special events and training, including outreach seminars and events, is
required.
Workin Conditions
Physical Working Environment:
Office with regular noise distraction and close proximity of other employees. Required to fit in tight
spaces for filing or connecting equipment or works outdoors in relatively good weather conditions.
Minor noise and some dust/dirt. Travel is required for this position.
Challenging Working Conditions:
Regular contact with challenging individuals, with unique circumstances referred to supervisor.
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Acknowledgement &·Agreement
The above profile reflects the general details, skills, responsibilities, effort and working conditions
considered necessary to describe the principal functions and duties as required for proper evaluation
of the job and will not be construed as a detailed description of all the work requirements that may be
inherent in the job.
Job Profiles are not all-inclusive. This Job Profile describes the general nature and level of work being
performed by employees assigned to this position. Employees may perform other related duties and
tasks as required to meet the needs of the organization.
I acknowledge that I have received and reviewed this job profile.

Employee Name
(please print)

Employee Signature

Date
(DD/MM/YYVV)

Supervisor Signature

Date
(DD/MM/YYVV)

Approval:

Supervisor Name
(please print)
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