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	Takla Nation	

	POSITION TITLE: Grant Writer

	DIRECT REPORT: Chief Financial Officer
  
	WAGE: $39.36 - $50.61
  

	ABOUT TAKLA FIRST NATION: 
The traditional territory of Takla First Nation is located in North Central British Columbia, covering approximately 27,250 square kilometers. This land is rich in lakes, rivers, forests, and mountains, bordered by the Skeena Mountains to the west and the Rocky Mountains to the east. Takla Nation was formed in 1959 through the amalgamation of the North Takla Band and the Fort Connelly Band. Our traditional lands have been occupied by our ancestors for generations for community, social, economic, and spiritual purposes. Carrier and Sekani place names exist for every geographical feature we inhabit, reflecting the significance of each site and providing insight into our deep-rooted history and knowledge of the land and its resources.

POSITION OVERVIEW:
The Grant Writer will support Takla Entities, including Takla Nation, Sasuchan Development Corporation, and Sus’tut, in identifying funding opportunities and securing grants that align with Takla Nation’s mission of fostering a sustainable, healthy, and prosperous community. The Grant Writer will coordinate grant activities, prepare high-quality proposals, maintain accurate records, and ensure compliance with funding requirements, with a strong focus on Indigenous grants and funding opportunities.
DUTIES AND RESPONSIBILITIES:

· Collaborate with Takla Entities to identify funding opportunities that align with Takla’s strategic goals.
· Research, write, and submit high-quality grant proposals, including support letters, applications, and required documentation.
· Work closely with Directors and key stakeholders to collect relevant information and data for grant applications.
· Coordinate project activities, including preparing correspondence, presentations, and related documents.
· Maintain databases of funding opportunities, track application statuses, and organize confidential records.
· Monitor compliance with funding requirements by implementing effective data collection, reporting, and record-keeping processes.
· Assist in gathering budget materials and ensuring alignment with funding guidelines.
· Serve as a primary contact for existing and potential funders.
· Stay informed about trends, policies, and best practices in grant funding, particularly those relevant to Indigenous communities.
· Perform other related duties as required.

	KNOWLEDGE AND SKILLS: 

· Strong understanding of First Nations culture, traditions, and the systemic challenges faced by Indigenous communities.
· Awareness of the political and administrative structures of First Nations governance.
· Demonstrated commitment to confidentiality, integrity, ethics, and accountability.
· Familiarity with the grant application processes of government agencies, foundations, and corporations.
· Knowledge of Indigenous funding sources and grant opportunities.

	
EXPERIENCE AND EDUCATION REQUIREMENTS:

· 2–3 years of experience in grant writing, proposal development, and grant management.
· Experience in designing and implementing project work plans.
· Bachelor’s degree in a related field (e.g., Public Administration, Communications, Business, or a relevant discipline).
· Strong written communication skills, with the ability to produce compelling and well-organized proposals, reports, and correspondence.
· Excellent grammar, research, and analytical skills.
· Proficiency in Microsoft Office and the ability to effectively use spreadsheets for tracking and reporting.

BENEFITS PACKAGE:
At Takla, we recognize the dedication of our employees and offer a competitive compensation package, including:
· Comprehensive health benefits, including medical, dental, and vision coverage.
· Employer-matched pension plan (up to 5.5%).
· Opportunities for learning, professional development, and career advancement.
· Group RRSP plan.
· 18 sick days per year.
· 5 personal days per year.
· $500 Health Care Spending Account per fiscal year.
· Paid time off during the Christmas break.
Takla First Nation is committed to employment equity and encourages applications from qualified Indigenous candidates. In accordance with Section 41 of the BC Human Rights Code and Section 15 of the Canadian Charter of Rights and Freedoms, preference will be given to qualified candidates with Aboriginal Ancestry. Please send your completed resume to hr@taklafn.ca*Only those selected for an interview will be contacted. 
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