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	Takla Nation	

	POSITION TITLE: Jordan’s Principle Group Service Coordinator

	TYPE: Full-time, contract (14 – 16 weeks) temporary, 35 hours per week

	LOCATION: Takla Landing or Prince George
	WAGE: $30 – 33 / hour

	SUPERVISOR: Funding Advisor
	DEPARTMENT: Administration

	ABOUT TAKLA FIRST NATION: 
The traditional territory of the Takla Nation is located in North Central British Columbia and totals approximately 27,250 square kilometres. The territory is a rich environment of lakes, rivers, forests, and mountains, bordered on the west by the Skeena Mountains and on the east by the Rocky Mountains.
Takla Nation is an amalgamation of the North Takla Band and the Fort Connelly Band, a union which occurred in 1959. Our traditional lands are the geographic area occupied by our ancestors for community, social, economic, and spiritual purposes. Carrier and Sekani place names exist for every physical feature and place that we occupy. Each name reflects the significance of the feature or site, and today, it provides us with historical information about the rich history and extensive knowledge of our land and resources.
POSITION OVERVIEW:
Takla Nation is committed to supporting the health, wellbeing, and success of our children, youth, and families. Guided by our culture, traditions, and values, we strive to ensure that Nation members have equitable access to services and supports that help them thrive.
We are seeking a compassionate, organized, and community-focused individual to join our team as a Jordan's Principle Service Coordinator. This position plays a key role in helping groups of children and their families to access health, educational, social, and cultural supports through Jordan's Principle funding.
We strongly encourage qualified Nation members to apply.
DUTIES AND RESPONSIBILITIES:
· Identify children for the Group Request and gather information on each child’s needs, based on the estimate provided in your Expression of Interest submission.
· Collect required professional letters of recommendation for each child’s individual needs, including coordinating professionals to travel to community to assess and write the letters of recommendation.
· Prepare and submit at least one fully developed Group Request by October 15, 2026.
· Work collaboratively with ISC and/or the Enhanced Service Coordination network throughout the request to support the submission.
FAMILY SUPPORT & ADVOCACY
· Build respectful and trusting relationships with children, youth, caregivers, and families.
· Meet with families to identify needs and available supports.
· Provide information about Jordan's Principle and other funding opportunities.
· Complete group applications and gather supporting documentation.
· Advocate for timely access to services and supports.
COORDINATION & CASE MANAGEMENT
· Identify gaps in supports for First Nations children.
· Coordinate services between families, schools, healthcare providers, therapists, and funding agencies.
· Monitor referrals, applications, approvals, and service delivery.
· Maintain regular communication with families regarding the status of requests.
· Assist with scheduling appointments and services when required.
· Track outcomes and follow-up support needs.
ADMINISTRATION & REPORTING
· Maintain confidential client files and documentation.
· Ensure compliance with funding guidelines, policies, and procedures.
· Liaise with departmental staff, community organizations and other agencies in providing specialized programs, workshops and special events.
· Performs administrative tasks, and policy and procedure creation/updates.
· Coordinates travel for professionals in relation to group requests.
· Perform any additional related duties.
KNOWLEDGE AND SKILLS: 
We recognize that valuable knowledge and experience can be gained through community involvement, culture, family responsibilities, and work experience. 
PREFERRED QUALIFICATIONS
· Grade 12 diploma or equivalent.
· Certificate, diploma, or coursework in Social Services, Education, Health, Indigenous Studies, or a related field is considered an asset.
· An equivalent combination of education, lived experience, community involvement, and work experience will be considered.
EXPERIENCE
· Experience working with First Nations children, youth, and families is preferred.
· Experience in community services, administration, health, education, family support, or client services is an asset.
· Experience assisting individuals with forms, applications, or program navigation is an asset.
KNOWLEDGE, SKILLS & ABILITIES
· Understanding of First Nations communities, culture, traditions, and values.
· Knowledge of Jordan's Principle or a willingness to learn.
· Strong interpersonal and communication skills.
· Ability to maintain confidentiality and professionalism.
· Strong organizational and time management skills.
· Ability to work independently while contributing to a team environment.
· Basic computer skills, including Microsoft Office and email.
· Ability to maintain accurate records and reports.
· Demonstrated empathy, patience, and problem-solving abilities.
REQUIREMENTS
· Valid Class 5 Driver's Licence or the ability to obtain transportation for work-related duties.
· Successful Criminal Record Check and Vulnerable Sector Check.
WHAT WE OFFER:
· Excellent learning and advancement opportunities.
· Opportunities for personal and professional training and development.
· 4% Vacation Pay

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 Indigenous Ancestry. Candidates are encouraged to self-identify in their application.

Please send your resume and cover letter to hr@taklafn.ca
We thank all applicants for their interest; however, only those selected for an interview will be contacted.
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