
Employment Opportunity

Siksika Health Services is a not-for-profit organization which provides Primary Care and Community Wellness 
support. The facilities are used by our Proud Siksika Nation Members and our friendly surrounding 
communities. We are a very enthusiastic, empowering and encouraging team. Our Mission is to strive for 
accountable efficient services delivery and our Vision is to proactively provide quality and holistic health care. 

Hope Recovery Team – Administrative Assistant 

Location Siksika Health Services Posted Date August 24, 2026 

Reports to Peer Lead/Social Worker Deadline September 4, 2026 

Position Status Term Contract Annual Salary 
Based on Experience and 

Education 

Position Summary 

The Administrative Assistant provides administrative, office, and program support to the Hope Recovery Program to 

ensure the effective delivery of services. The position supports the Peer Lead and Peer Support team with scheduling, 

documentation, communication, data entry, client file management, meeting coordination, and preparation of program 

materials. The Administrative Assistant maintains accurate and confidential records, assists with program reporting and 

tracking, and supports communication with clients, staff community partners, and service providers. The position 

contribute to a welcoming, respectful and organized program environment and works collaboratively with the Peer 

Support team and the Substance Use team to support recovery, wellness, and relapse-prevention initiatives. 

Responsibilities include, but will not be limited to: 
• Provides day-to-day administrative and office, and program support to the Hope Recovery Program and program

staff.

• Coordinates appointments, meetings, group sessions, workshops, cultural activities, and other program activities.

• Maintains accurate, timely, and confidential program records, client documentation, attendance records, and

administrative files in accordance with organizational policies.

• Provides administrative support for client intake, referrals, scheduling, follow-up and connections to program

services, as directed by Peer Lead.

• Prepares correspondence, letters, memos, forms, reports, meeting materials, presentations and other program

documents.

• Maintains program calendars, schedules, contact lists, resource information, and other administrative tracking

tools.

• Assists with collecting and entering program data and information required for monitoring, evaluation, and

funding requirements.

• Supports the preparation of regular program reports, statistics, meeting minutes, and other documentation.

• Assists with organizing community outreach, education, awareness, and recovery activities. Including preparation

of materials and logistical arrangements.

• Supports the coordination of transportation, supplies, facilities, refreshments, equipment, and other resources

required for program activities.

Education & Experience 
• Extensive knowledge in working with the First Nations community; knowledge of Blackfoot culture and/or

language an asset

Other Requirements 
• Criminal record clearance (a “may or may not” letter will not be accepted)

• Valid Class 5 driver’s license

How to Apply 

*Please contact Siksika Health Human Resources for full job

description.

Only those selected for an interview will be contacted.

*For additional information or to apply, please submit your

resume, cover letter, education documents, two reference letters

and criminal record check to:

Siksika Health Services  

Human Resources Department 

HR Recruitment Officer 

Contact Info: 

Email: Recruitment@siksikahealth.com 

Phone: 403-361-1358 

mailto:Recruitment@siksikahealth.com

