Clench Fraud Trust
Employment Opportunity

INDEPENDENT CONTRACTOR
for

Clench Fraud Trust Coordinator
Contract position
REPOSTED: June 7, 2010                                                        CLOSING DATE: June 22, 2010 (4:30 p.m.)
Preamble: Under the supervision of and direct reporting to the Clench Fraud Trust Trustees, the Clench Fraud Trust Coordinator will be responsible for the following;

Qualification:
· Minimum Ontario Secondary School Diploma
· Post Secondary education in the area of business & finance
· Minimal 3-year work experience
· Knowledge of accounting software is essential
· Knowledge of Microsoft Office software

· Must have a valid drivers license and reliable transportation
· Knowledge of the Clench Fraud Trust Agreement and Settlement is essential

· Knowledge of the First Nation Culture and issues
· Experience in Trust Management 
Responsibilities and Duties:
· Must maintain confidentiality at all times
· Must be able to perform administrative and clerical duties
· Schedule meeting accordingly, prepare agenda and trustee packages
· Record and maintain minutes of trust meeting. Community meeting, meeting held with independent financial advisors, investment advisors, or legal counsel
· Preparing notes and briefing for Trustees prior to meetings 
· Maintain existing hard copy and electronic files for the use of Clench Fraud Trust
· Maintain accounting system which would include issuing cheques
· Maintain a weekly work report, a summary of all activities completed and hours worked
· Maintain Budget of Trustee expenditures and report thereon
· Assist with Clench Fraud Trust Elections
· Any other duties, see schedule “A” of the contract and be able to follow direction of the Clench Fraud Trustees
Note:
· Chippewa Native ancestry preferred
· Please be advised that all applications will be screened according to this posting and only those selected for an interview will be contacted
· All benefits will be the responsibility of the contractor
· The contractor will not be an employee or agent of the Clench Fraud Trust
INTERESTED APPLICANTS, please submit along with your resume, covering letter, three (3) recent letters of reference, a current criminal check, a current bankruptcy check, and any other supporting documentation to the attention of Clench Fraud Trustees, Chippewas of the Thames First Nation Administration Office, 320 Chippewa Road RR#1, Muncey, Ont. N0L 1Y0  
