
Ross River Dena Council 

Identification:  Executive Director 

Department:  Administration 

Supervisor:   Chief & Council 

Status:   Regular full -time 

A. Job Summary: 

This senior position reports directly to the Chief & Council of the Ross River 
Dena.  This job provides a critical link between leadership, management, 
administration, staff, the community and resources outside the community.  This 
role requires that the successful candidate is able to ensure that all governmental 
systems used to administer programs and services are working well within the 
organization.  It is essential that the person be able to manage all important 
relationships that pertain to the area of negotiations and partnerships that are 
critical to the Kaska people as they strive to move forward. The position requires 
very strong Human Resource administrative skills and support of all staff and 
Directors.  The ability to function in a professional and respectful manner is one 
of the most important aspect of this job.  The Executive Director is responsible 
for the overall operation of the organization through the direction of the RRDC.  
This will include the administrative capacity to create budgets and workplans, 
various administrative functions within the organization and any other duties as 
directed by the Council. 

B. Main Duties: 

The main aspects of this role will include but will not be limited to the following 
activities: 

Identifies and directs the ongoing aspects of the administrative 
functioning of the organization, 
Provides direction to the directors and staff in carrying out the decisions of 
the Council, 
Create and implement the annual goals, objectives, priorities and 
strategies of the RRDC and to communicate these effectively to the 
membership, 
Creation of policies, procedures and practises and implementing these on 
behalf of the Council, 
Developing, implementing, monitoring and evaluating all programs and 
services and identifying any deficiencies within those tasks, 
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Assisting with administrative aspects in the creation of BCR’s and 
agreements and regulations, 
Ensuring that all administrative practises are monitored, enforced and 
adhered to, 
Working with the Finance Director in all aspects of fiscal management and 
to bring any important matters to the attention of the Council as 
necessary, 
Strong sense of understanding the importance of positive communication 
processes and practises that will result in less strife within the 
organization, 
Liase on behalf of the  Council with any agency, government, organization, 
boards, committees, First Nations and any other important unit. 
Must ensure that all significant decisions, plans, directives, policies and 
procedures made by the Council is communicated to the RRDC 
membership, 
Coordinate regular meetings with key individuals and components of the 
organization such as Directors, 
Regularly review program activities to ensure that budgets are on target 
and services indicated are provided, 
Identify priorities in the administrative structure and ensure that issues 
requiring Council involvement are brought to their attention in a timely 
fashion, 
Provide briefing notes on critical documents for Council, 
Report on daily operations to council as required, 
Ensure that all significant matters are brought to the attention of the 
Council and that they are addressed as quickly as is possible, 
Assist staff, Directors and Council in all aspects of planning and 
accountability with respect to the overall operation of the organization and 
this will also include cash flow reports, operational plans, reporting to 
outside units, program services for components, 
Conduct performance reviews in collaboration with supervisors and 
Council, 
Address training needs of the organization with the objective of 
significantly raising the capacity level within the organization, 
Perform any additional duties as identified by the Council.  

C. Job Knowledge and Skills: 

The successful candidate must possess a minimum of an academic Grade 12 and 
five years working in a senior management role in a First Nation’s environment.  
Alternatively, candidates may possess a degree in First Nations Administration, 
Public Administration and/or Business Administration.  Also considered would be 
a combination of education, training and experience.  Further important areas of 
skills necessary to for this position are as follows: 
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Knowledge of the RRDC culture, history, demographics, goals and 
aspirations, 
Knowledge of the Kaska people living in the Yukon and its community 
connections to other Yukon communities and those in northern British 
Columbia, 
Understanding of the Kaska position with respect to the Land Claims 
process and its participation in that process, 
Knowledge of the Yukon and Government of Canada government systems 
as they pertain to governance of a First Nation which are specific to the 
India Act and the First Nation Accountability legislation,  
Knowledge and understanding of all legal and related agreements that 
involve the RRDC specifically and Kaska people in general and the status 
of those agreements, 
Superlative knowledge of management practises in all areas of 
significance to the First Nation, 
Knowledge of the Yukon and Canadian Human rights legislation, 
Knowledge of Yukon and Federal Labour Laws, 
Knowledge of resources in various areas of importance such as education 
and skills development, social programs administration, legal and 
environmental, finance and other important area, 
Working knowledge of contract negotiation or ability to access resources 
to assist in various types of contract work. 

D. Management Skills: 

Ability to consult with all community members and the Council in 
problem  - solving techniques, 
Skilled in the area of motivating and supervision of staff, 
Excellent skills in the area of file documentation and 
troubleshooting in all departments, 
Strengths in the area of leadership, planning and organization, 
Strong ability to manage time in relationship to daily, monthly and 
annual tasks, 
Ability to create, implement and evaluate all financial, human and 
material resources, 
Strongly independent but tempered with the ability to take 
instruction from the Council and work unsupervised,  
Ability to make decisions on day – to – day operations but 
understands that the candidate’s role is to implement and direct the 
decisions and directions of the Council, 
Ability to meet critical deadlines and to work in a very busy office 
environment, 
Superlative problem – solving techniques, 
Strong skills in the area of listening to the concerns of the 
membership and provide strategies to assist them in addressing 
their various concerns, 
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Consultation with the Council and ability to identify critical issues 
that require a political intervention. 

E. Specific Skills: 

Strong skills in research in a variety of areas, 
Ability to manage all aspects of Human Resources and to bring issues to 
the attention of the Council o other necessary resources, 
Ability to take and transcribe minutes and to identify and priorize action 
items and to follow through in their delivery and to draft Band Council 
Resolutions, 
Able to analyze, synthesize and priorize a large range of documents and 
documents and to identify the critical areas that pertain to the RRDC, 
Ability to create policies, procedures and Job Descriptions, 
Knowledgeable in the area of strategic planning, 
Skilled in the area of taking direction from the Council and able to put 
political decisions into practical action, 
Superlative abilities in the area of fundraising for projects that would 
benefit the RRDC membership, 
Strong project management abilities for a variety of projects that will 
require monitoring, reporting, consultation and reconciliation of financial 
aspects of projects, 
Ability to operate and utilize technology in the most beneficial manner for 
the Council and the membership and to understand and incorporate 
programs that would be advantageous to the organization, 
Recognition of the importance of making good decisions and the ability to 
function in a confidential manner. 

F. Interpersonal Skills: 

Skilled in the area of team – building and building capacity within the 
RRDC workforce, 
Possession of superlative oral and written communication skills, 
Must be able to resolve staff and community conflicts in a positive manner, 
Make frequent home visits of community members when necessary, 
The successful candidate will deal tactfully with others in solving their 
issues,  
The incumbent will be able to negotiate contracts as directed by the 
Council and ensure that all aspects of any agreements protect the best 
interests of the Council and membership, 
The employee must have superlative ability in the area of consultation 
with individuals who operate at varying levels of capacity, 
This position requires a strong ability to build trust within the organization 
and within the community level, 
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Understanding and tolerance in addressing issues by community members 
who may be upset or difficult. 

G. Decision Making: 

The position requires that the successful candidate understands that their role is 
to implement the political decisions of the Council.  The incumbent takes 
direction from the Council for all major decisions and should not instigate political 
action as the goals, objective and long – term priorities are to be established the  
by the Council in consultation with the membership.  It is critical that the 
employee assist and take direction in strategic planning that may involve new 
practises, procedures, laws, policies and to keep up to date with these as they 
change and pertain to the RRDC.  This position requires that the candidate work 
with program managers and Directors in all aspects of services delivery and in 
particular in areas of planning, budgets and work plans that will require decisions 
that will need to be implemented. The position requires decisions in the area of 
day – to – day operations and to bring any critical decisions to Council’s 
attention. 

Due to the isolation of the community, the Executive Director will often need to 
be very creative in solving concerns in the community and must be innovative 
when addressing problems as they surface.  For this reason, this person will need 
a strong ability to address concerns and problems that may be clearly 
understood and straightforward in nature or very complex situations that may 
not have any previous or guiding principals, policies and/or procedures. 

H. Impact/Accountability: 

This position is to be evaluated on its effectiveness through: 

Positive impact on the RRDC and its membership, 
Management of core programs and services , 
Participation in Council meetings, Director’s meetings and those with the 
membership such as the Annual General Assembly, 
Access to outside funding to create innovative programs, pilot projects 
and services that will improve the lives of the staff and membership, 
Ongoing consultation with the Council in identifying areas needing 
change, 
Ability to implement direction from the Council, 
Evaluation of key areas of functioning such as effectiveness, decision – 
making, ability to get along with people who have varying levels of 
capacity and self –identification of their weakness and plans to address 
those deficiencies. 

I. Key Personal Contacts: 
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The Executive Director will work well with the following contacts: 

Chief & Council, 
The RRDC Membership and General Assembly who live in the community 
and other areas, 
Departmental Directors, 
RRDC permanent/temporary staff and contract employees, 
Officials from the Government of Yukon, 
Officials from the Government of Canada, 
Other First Nation’s governments 
Community resource personnel 

These contacts will but include but will not be limited to the following areas: 

Receive direction, 
Provide advice, 
Provide information, 
Receive direction, 
Participate in many aspects of decision – making, 
Consultation 
Communication and dissemination of accurate information, 
Investigation of various situations, 
Information sharing 
Joint ventures 

J. Positions Supervised: 

The Executive Director will supervise the following positions/individuals: 

Department Directors, 
Secretary/Receptionist, 
Contractors, consultants and any workers whose services are retained to 
manage projects, term positions, 
RRDC staff in collaboration with the program directors 

K. Working Conditions: 

The RRDC operates within the usual office conditions in the community of Ross 
River and the role of Executive Director is situated in that venue.  Some travel is 
required although the purpose of this position is to be in the community in order 
to be accessible to the Council and the RRDC membership on a daily basis.  Due 
to the fact that the RRDC provides a high level of programs and services to the 
Membership, the working environment is constantly changing.  The ongoing 
characteristics of this role is meetings, taking minutes and identifying responses 
and resources to attend to ongoing and surprise issues and compiling reports.  
There is a prevalence of issues that are brought forward by Council, Directors, 
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staff and the membership that are ad hoc in nature and require immediate 
action.  The incumbent must be able to work in an environment of constant 
interruptions.  The individual must be prepared to work long hours in order to 
attend to critical issues that are often characterized by deadlines. 

L. Conditions of Employment: 

1. Class 4 (minimum) Yukon Driver’s license 
2. Absolute confidentiality and clear understanding of its significance 
3. Criminal record check 
4. Examples of previous work created such as funding proposals, job 

descriptions, policy and procedures 
5. Outstanding references and contact with previous employers 
6. Proof of certification such as academic degrees 
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