
 

Tk’emlúps te Secwépemc 
(Kamloops Indian Band) 

 

  JOB POSTING 
 

Tk’emlúps te Secwépemc (TteS) is a fast-growing vibrant organization committed to the development and progress of its Band Members and 
Community.  As such, the TteS invites applications from qualified, highly motivated and dynamic individuals to fill the following position. 

 

POSITION TITLE: Band Social Development Worker/Funeral Services Worker   
DEPARTMENT:  Community Services Division  
SUPERVISOR:  Community Services Manager  
TERMS:   Full-Time, Term (Backfill)  
REFERENCE #:   2023-017  
 
PURPOSE OF POSITION: 
 
The purpose of the Band Social Development Worker/Funeral Services Worker position is to Administer the Income 
Assistance Program, Financials, and Bereavement Policy to the Band Members of the Tk’emlúps te Secwepemc. 
Programs and services to the Tk’emlúps te Secwepemc clients, children and families enhance the quality of life for the 
Tk’emlúps te Secwepemc Band Members.  
 
Income Assistance clients should have their services provided in a culturally sensitive manner. The Tk’emlúps te 
Secwepemc Nation has secured the Income Assistance Program to be delivered at the Nation level. Excellent written and 
verbal communication skills. The ability to respond to multiple demands, resolve conflicts, and solve problems in a 
professional manner demonstrates understanding, friendliness, courtesy, and respect for others. 
 
Social Development Program provides financial support, benefits and services to individuals and families who are 
residents of Tk’emlups te Secwepemc reserve, and who are in need. In accordance with Indigenous Service Canada 
Policy and procedures Manual, the BSDW administers the Income Assistance program, the position will provide support 
to the Assisted living program and with the children out of the parental home. The Program is reflected in reporting 
requirements, 
 
BSDW/FSW assists recipients to access services that will enhance their ability to assume primary responsibility for their 
own affairs. The role requires empathy, problem-solving, and interpersonal skills. Knowledge of Indigenous history, 
culture, language, and traditions is an asset. Experience working with budgets and managing financial reporting. 
 
BSDW/FSW implements the Tk’emlúps te Secwepemc Bereavement Policy and provides financial aid to band member 
families when dealing with the loss of a Tk’emlúps te Secwepemc Band Member. Ability to maintain a high level of 
confidentiality and manage time effectively and prioritize tasks to meet the 4-day funeral protocol. 
 
Bereavement Policy and Procedures Guidelines establish the Eligibility/Criteria for TteS Indian Registry people with a 
number starting with membership number 688. Knowledge of Tk’emlups Te Secwepemc Funeral Protocols is an asset. 

 
 
 



              

DUTIES AND RESPONSIBILITIES:  
 

- Works closely with families to assess needs and provide Income Assistance, and Adult Care Financial 
services as appropriate in accordance with the approved practices, policies, standards, and guidelines. 
(75 %)  

- Oversees multiple budgets in accordance with Indigenous Service Canada. Such as Income Assistance Basic & 
Shelter, Assisted Living, Special Needs, and TTES Funeral Policy. 

- Provides the required documents to the Finance Department in a timely manner and according to the finance 
department’s schedule weekly cheque issue, utility and rent payments. 

- Maintain a monthly playlist to submit to the finance department for the monthly Income Assistance Payment. 

- Ability to ensure quarterly Income Assistance Report is submitted for each reporting period. 

- Maintain and up to date filing and case management system. 

- To provide a weekly timesheet to the Community Service Manager. 

- To maintain professional growth and development by participating in BSDW training and meetings held monthly & 
quarterly when relevant to job duties and function. 

- Perform home visits for clients that are unable to meet at the office.  

- Oversees the activities of the Income Assistance Admin Assistant. Providing training as necessary on 
administrative tasks Income Assistance forms and filing requirements.  

- Administers Income Assistance, and Adult Care Financials in accordance with ISC policy. 
- Administers Indigenous Service Canada Funeral and the Policy Tk’emlúps te Secwepemc Bereavement Policy 

and Procedures. 
- Assists in the development of community resources, capacities, and services.  
- Takes income assistance applications from applicants, together with the supplementary documentation. 
- Assess each application and the applicant’s circumstances to establish needs and identify available resources 

and possible alternative means of support. 
- Completes budget and decision sheets to determine eligibility for Income assistance on the basis of identified 

needs and resources. 
- Issues assistance and, at rates set out in the ISC Policy and in the manual and its amendments, and 

supplementary directives. 
- Encourages and facilitates the enrolment of recipients in training or educational programs that will enhance 

employability. 
- Interprets policy and procedures to clients for their better understanding of the purposes, services, and 

requirements of the program, including the client’s obligation to report income and changes in their 
circumstances, and to accept work, or to undertake training when available. 

- Maintains a confidential file on each client which is to include case recordings and copies of all required forms in 
connection with applications for assistance, correspondence regarding the case, and records of all disbursements 
of funds, including amounts and purposes. 

- Evaluates applications for home support services and arrange for the provision of services to eligible applicants 
under the provisions of the ISC Policy and Procedures Manual. 

- Participates in seminars, workshops, and training programs to upgrade skills and knowledge relevant to the 
position. 

- Performs all duties and responsibilities in accordance with the TteS policies, standards, and procedures.  
- Maintains confidentiality on all matters relating to the affairs of the TteS. 
- Knowledge of Funeral Protocols of Tk’emlups Te Secwepemc. 4-day wake. 
- Understanding of TTES Secwepemc history, culture, language, and traditions.  
- Funeral Services Worker provides financial support to TteS band members and families travelling for funerals, 

including monies for the funeral feast. 
- Arrange with other Department Managers for tents, porta-potties, firewood, tables, and chairs for the Wake 

Services and to be delivered to the Wake site. 
- Families travelling, food, gas and accommodations within TteS Policies and Procedures.  
- Contact Funeral Homes with respect to the deceased and what the monetary responsibility is of TteS and ISC.  
 
- Meets and liaises with external agencies and committees as necessary to ensure exceptional client 

service. (20 %) 
        



              

- Attends various committee meetings and conferences as required by TteS and Indigenous Service Canada and 
the BSDW support team. 

- Completes documents for various outside agencies, organizations, or individuals as required. 
- Works in conjunction with other agencies to ensure appropriate care, services, and communication Are provided. 
- Assists clients in applying for OAS, GIS, and British Columbia aboriginal network on Disability Society for Persons 

with Disabilities Designation forms. 
- United way quarterly for Bus Tickets for clients. 
- FNHA for cell phones for clients. 
-  
 
-  5% Other related duties as necessary. 
 
- Assists with the various departmental social functions such as picnics, and parties at the direction of the 

Community Services Manager. 
- From time to time may be requested to assist in other TteS community functions and/or gatherings. Coordinates 

with Band Membership, CHR, and Family Support on the Christmas Hampers as required. 
- Coordinates with Elders workers for meat and fish distribution to Income Assistant clients and Elders. 

Deliveries of Christmas Hampers and Meat & fish Distributions to Income Assistance clients and Elders.  Must be 
able to lift hamper boxes and meat packages. 

 
Professional Certification, Education and Experience:  
 

- Completion of Grade 12 graduation and a minimum, Human services diploma or 10 years experience or an 
equivalent combination of education and experience. Preference is given to band social development worker 
training. 

- Must have First Nation Social Development BSDW Training Level one and Level 2 plus Accountability Training. 

- Must have a current valid Class 5 & willing to obtain a Class 4 Driver’s License, if not already have one. 
Must pass a Child Care Criminal Record Check/Vulnerable Sector Check 

- Indigenous End of Life Guide Training  

- ASSIST (suicide prevention training) 

- Knowledge of Tk’emlups Te Secwepemc history, culture, language, and traditions. 

- Understanding of TTES 4-day Wakes and Funeral protocols. 

 
 
Skills and Abilities: 
 

- Excellent written and communication skills. 

- Knowledge of indigenous Service Canada Funding and reporting guidelines. 

- Ability to meet reporting deadlines. 

- Motivation interview skills. 

- Honest and trustworthy 

- Respectful 

- Possess cultural awareness and sensitivity. 

- Ability to interpret policy and assess eligibility for all programs that fall within the Income assistance and TTES 
funding area. 

-  Excellent problem-solving skills and ability to resolve conflict. 

- Strong organizational and planning skills, file management and case management skills.  

- Ability to take initiative. 

- Exercise Strong tact and diplomacy. 

- Must have strong teamwork and cooperation, service orientation and problem-solving and judgment skills. 

- Ability to work in multicultural settings. 
Knowledge of Tk’emlups Te Secwepemc history, culture, language, and traditions. 

- Understanding TTES 4-day Wakes and Funeral protocols. 

- Organize with multiple department managers for Funeral arrangements of Tents, pine box tops, digging of a grave 
site, tables & chairs, facility bookings, firewood, and porta potty rentals, heaters and misting fans when required. 



              

- Advocate for Indigenous families for culturally sensitive timelines of 4 days for wakes & services.  

- Forward information of passing to communications when requested by families. 

 
 
 
HOURS OF WORK:   Normal Day shifts – 7 hours. Non-normal shifts maybe required. 
PAY GRADE:   $25.98-$28.70 depending on education & experience 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Tk’emlúps te Secwépemc thanks all applicants for their interest, however, only those selected for an interview will 
be contacted.  
In accordance with Section 16(1) of the Canadian Human Rights Act and pursuant to Section 42 of the BC Human 
Rights code, it is TteS Policy to practice preferential hiring for Aboriginal peoples. Candidates who wish to qualify for 
preferential consideration must self-identify. 

 

Deadline for the Job posting is April 3, 2023 by 2:00pm 
 

Submit Job Application Form, cover letter, resume, and references  
online: https://tkemlups.ca/employment/job-application-form/, by email, resume@ttes.ca  

or in person, at our Human Resources office #200 – 330 Chief Alex Thomas Way.  
Office Hours are Monday to Friday 8:00 a.m. to 4:00 p.m. &  

closed for lunch from 12:00pm to 1:00pm 
 

We require each applicant to fill out  
an online application form which can be found at:  https://tkemlups.ca/employment/job-application-form/  

 
Any late submissions or submissions without the job application form will not be considered. 
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