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Employment Opportunity 

PosiƟon: Bighouse Manager 
PosiƟon Type: Part-Time Contract (with the potenƟal for the posiƟon to transiƟon to full-Ɵme as the operaƟons and use 
of the Gukwdzi develop) 
Hours: 17.5 hours a week 
Wage: $30.00 per hour 
Reports To: Bighouse Coordinator 
ApplicaƟon Deadline: November 2, 2026 
 

PosiƟon Summary 

The Bighouse Manager is responsible for overseeing the day-to-day maintenance, safety, cleanliness, and overall 
condiƟon of Gwa'sala-'Nakwaxda'xw NaƟon's Gukwdzi, including its grounds, equipment, and related assets. 

The Manager will conduct regular inspecƟons, coordinate maintenance and repairs, work with contractors and service 
providers, monitor building systems and safety requirements, and help ensure the Gukwdzi remains a safe, funcƟonal, 
accessible, and welcoming space. 

The Manager will also assist with maintenance planning, budgeƟng, purchasing, inventory, emergency preparedness, and 
the coordinaƟon of staff and contractors supporƟng building operaƟons. 

Key ResponsibiliƟes 

Gukwdzi Building OperaƟons and Maintenance 

 Oversee the day-to-day operaƟon and maintenance of the Gukwdzi, including grounds, parking areas, 
equipment, and related infrastructure. 

 Conduct regular inspecƟons of the building and property to idenƟfy maintenance issues, safety concerns, repair 
needs, cleanliness standards, and potenƟal risks. 

 Coordinate repairs, preventaƟve maintenance, and work orders in a Ɵmely and cost-effecƟve manner, in 
consultaƟon with the Bighouse Coordinator and as required, the Bighouse Society Board of Directors. 

 Monitor the condiƟon and operaƟon of building systems, including heaƟng, venƟlaƟon, plumbing, electrical, fire 
protecƟon, security/access, and other building systems. 

 Arrange and monitor repairs by qualified tradespeople or contractors when work is beyond the scope of internal 
staff. 

 Maintain accurate records of inspecƟons, repairs, maintenance schedules, equipment servicing, warranƟes, and 
contractor work. 

 Support long-term maintenance planning, capital asset replacement, and lifecycle management of building 
systems and equipment. 

 Help maintain the building, grounds, and surrounding areas in a clean, safe, orderly, and presentable condiƟon. 

Supervision and Contractor CoordinaƟon 

 Supervise, schedule, and support maintenance, custodial, groundskeeping, temporary, or other staff assigned to 
building operaƟons. 
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 Coordinate contractors, tradespeople, and service providers, including obtaining quotes, scheduling work, 
monitoring performance, and confirming compleƟon. 

 Review invoices, service records, purchase requests, and contractor documentaƟon for accuracy before 
forwarding for approval. 

 Promote and maintain a safe, clean, accessible, and secure environment for all building users. 

 Ensure maintenance and operaƟonal acƟviƟes are carried out in accordance with applicable policies, procedures, 
and safety requirements. 

Health, Safety and Emergency Preparedness 

 Monitor compliance with applicable fire safety procedures, building policies, and emergency procedures. 

 Ensure safety equipment, fire exƟnguishers, alarms, emergency exits, signage, first aid supplies, and other 
emergency systems are inspected and maintained as required. 

 Support emergency preparedness planning, evacuaƟon drills, conƟnuity planning, and incident reporƟng for the 
Gukwdzi. 

 Report safety hazards, building deficiencies, incidents, and urgent maintenance concerns promptly. 

 Respond to urgent building-related concerns and coordinate appropriate follow-up. 

BudgeƟng, Purchasing and Inventory 

 Assist with preparing and monitoring building maintenance budgets, repair esƟmates, project costs, and annual 
maintenance plans. 

 Recommend purchases of supplies, tools, equipment, materials, and services required for building operaƟons. 

 Maintain an inventory of maintenance supplies, cleaning products, tools, safety equipment, keys, access devices, 
and other assigned assets. 

 Ensure purchases follow organizaƟonal approval processes, purchasing requirements, budget limits, and 
documentaƟon procedures. 

 Monitor maintenance and repair costs and idenƟfy opportuniƟes for preventaƟve maintenance and cost savings. 

Community RelaƟons and Customer Service 

 Respond professionally and respecƞully to concerns, complaints, and service needs from the Bighouse 
Coordinator, Bighouse Society Board of Directors, Gwa'sala-'Nakwaxda'xw NaƟon leadership, community 
members, event users, and other building users. 

 Communicate Ɵmelines, access requirements, service interrupƟons, safety noƟces, and repair updates clearly 
and respecƞully. 

 Support a welcoming, respecƞul, culturally appropriate, and service-oriented environment. 

 Help ensure community members and users understand building procedures and expectaƟons. 

 Work collaboraƟvely with the Bighouse Coordinator and other NaƟon departments to support the successful 
operaƟon of the Gukwdzi. 
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Other DuƟes 

 ParƟcipate in meeƟngs, inspecƟons, training, and planning acƟviƟes related to the operaƟon of the Gukwdzi. 

 Assist with the development and implementaƟon of building maintenance procedures and operaƟonal 
standards. 

 Perform other related duƟes consistent with the scope of the posiƟon. 

QualificaƟons 

EducaƟon and Experience 

 Previous experience in building maintenance, faciliƟes, custodial operaƟons, property management, 
construcƟon, trades, public works, or a related field is considered an asset. 

 Experience coordinaƟng contractors, tradespeople, or service providers is considered an asset. 

 Experience working in a community, First NaƟon, cultural, public, or mulƟ-use facility is considered an asset. 

 Experience supervising staff or coordinaƟng the work of others is considered an asset. 

 A combinaƟon of educaƟon, training, and relevant pracƟcal experience will be considered. 

Knowledge, Skills and AbiliƟes 

The successful candidate will demonstrate: 

 Strong organizaƟonal and Ɵme-management skills. 

 Ability to idenƟfy maintenance and safety concerns and coordinate appropriate soluƟons. 

 PracƟcal understanding of building maintenance and common building systems. 

 Ability to work independently and prioriƟze compeƟng maintenance needs. 

 Strong communicaƟon and interpersonal skills. 

 Ability to communicate respecƞully with community members, contractors, staff, and leadership. 

 Strong aƩenƟon to detail and record-keeping abiliƟes. 

 Ability to maintain confidenƟality and exercise sound judgment. 

 Ability to work collaboraƟvely and contribute to a posiƟve and respecƞul workplace. 

 Basic computer skills for email, record keeping, scheduling, and documentaƟon. 

Requirements 

The successful candidate must: 

 Be able to work flexible hours as required by the operaƟonal needs and scheduled use of the Gukwdzi. 

 Be willing and able to respond to urgent building and maintenance concerns when required. 

 Successfully complete a Criminal Record Check as a condiƟon of employment. 

 A valid BC Class 5 Driver's Licence is considered an asset. 
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Working CondiƟons 

This is a part-Ɵme contract posiƟon based primarily at the Gukwdzi in Tsulquate. 

The posiƟon involves a combinaƟon of indoor and outdoor work and may require walking, standing, liŌing, carrying 
supplies or equipment, and working in varying weather condiƟons. 

The Manager may be required to work evenings, weekends, or outside regular hours depending on building use, 
scheduled events, maintenance requirements, or emergency situaƟons. 

There is potenƟal for this posiƟon to transiƟon to full-Ɵme employment as the operaƟons and use of the Gukwdzi 
develop. 

 

To apply, please submit a resume and cover leƩer to: 

Bighouse Coordinator, Walter George 
Email: bhcoordinator@gwanaknaƟons.ca 

ApplicaƟon Deadline: November 2, 2026 

 

Pursuant to SecƟon 41 of the BC Human Rights Code, preference may be given to qualified applicants of Indigenous 
ancestry. 

We thank all applicants for their interest; however, only those selected for an interview will be contacted. 

 


