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N'Quatqua Band 

120 Casper Charlie Place
P.O. Box 88 

D’Arcy, B.C. V0N 1L0

Phone (604) 452-3221

Fax (604) 452-3295


Job Posting 
Manager of Gas Station/Store
The key function of the Manager of the Gas Station and Store is to carry out the financial and operational activities of the N’Quatqua Gas Station and Convenience Store in a professional and accountable manner.  The Manager is responsible for all aspects of managing the gas station and store, including staff supervision.  The Manager reports to the Band Administrator.

RESPONSIBILITIES INCLUDE:

·  Preparing daily bank deposits, daily cash reports, all debit reconciliations and load reports on a daily basis. 

· Completion of Provincial fuel tax and Tobacco tax reporting forms and complies with Province of BC reporting requirements for Fuel and Tobacco tax.

· Completing quarter and/or annually inventory counts and hand in to accounting department.

· Enter product purchased and inventory adjustments into the POS system on a timely basis.

· Preparing monthly customer statements of account for mail out by the fourth of each month and compile a monthly report that is to be handed in to the Band Office.

· Assist the Accounting Department in developing and maintaining proper financial controls at the N’Quatqua Gas Station and Convenience Store.

· Assists and contributes to the development of annual sales/operational budget preparation.

· Being proactive in your approach  to the Financial Management of the Gas Station
· Ability to look for opportunities to increase the Inventory and/or Sales.

· Being creative in reimagining what the store can be for our Community.

QUALIFICATIONS:

· Certificate or Diploma in Business Management OR combined education and experience;
· Experience in working in First Nations small business or office;
· Must have good analytical, written, and oral communication skills.
· Must have good leadership, supervisory, management and interpersonal skills.
· Must have good computer skills, knowledge of basic accounting principles;
· Must take initiative and responsibility;
Please forward resume, cover letter to Jenn Levine, jennifer.levine@nquatqua.ca at N’Quatqua Band Office. Only those shortlisted will be contacted for an interview.
The closing date for this job posting will be July 16, 2020 at 4pm

