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WELCOME TO THE 
FIRST NATIONS HEALTH DIRECTORS 
JOB DESCRIPTION AND HIRING TOOLKIT

The First Nations Health Directors job description and hiring toolkit is intended to be a 
resource tool that acts as a menu of options for First Nations communities across BC to 
utilize when tailoring their own Health Director hiring process. The toolkit was created in 
response to direct requests from First Nations communities in BC for a job description for 
Health Directors. It is rooted in the FNHDA’s Standards of Excellence.

Investing time at the beginning of the process to plan your immediate and future 
human resource needs will help you avoid costly impacts, such as employee 
turnover.

This toolkit will provide you with a) resources that may help you navigate the hiring process, 
and b) foundational documents for your hiring needs. These items will also be available 
digitally on the First Nations Health Directors Association Members Portal: The Gathering 
Space.

For more information on how to access these documents, or feedback on this resource tool, 
please contact: fnhda@fnha.ca. 

INTRODUCTION

A Health Director working with First Nations is someone who is respectful of diversity and 
recognizes that there are different cultural ways of being within First Nations communities 
in BC. A Health Director is knowledgeable of First Nations’ approaches and other approaches 
to health and wellness, and incorporates these into community health plans. Respecting 
cultural protocols and acknowledging a variety of knowledge systems, this person navigates 
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sensitively, confidently and flexibly to meet the health needs entrusted to them by the 
community.

BACKGROUND

The FNHDA Secretariat engaged with First Nations Health Directors across British Columbia 
during the spring 2013 Regional Engagement Sessions and the 2016 Annual General Meeting. 
Health Directors were surveyed about several topics that relate to their professional role. 
The data collected from these sessions has been used extensively in drafting this approach 
to describing the work of BC Health Directors.

Similarly, the Standards of Excellence – professional standards for First Nations Health 
Directors in BC – have also informed this work, as have a series of advertisements for Health 
Directors from across the province.

It is acknowledged that each First Nation entity may approach a Health Lead/Manager/
Director position in a unique manner that meets the unique and specific needs of the 
communities they serve. It is further acknowledged that there are similarities. It is anticipated 
that this document supports both common and unique requirements.



SECTION ONE 
RECRUITMENT AND HIRING
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UNDERSTANDING THE 
RECRUITMENT AND HIRING PROCESS

Recruitment refers to the process of attracting interested and well-qualified candidates 
for specific jobs within the community/organization. To be successful, the recruitment 
process should be conducted only after careful Human Resource planning to identify your 
community/organizational needs. From conducting assessments of applicants interested 
in the position to ensuring the right “fit,” recruitment processes are critical to ensuring 
employees are successfully aligned with organizational/community values and culture.

Before you begin, it is important to understand the Recruitment policy and procedures you 
are required to use within your community.  Commonly, Human Resource policies may refer 
to specific activities related to advertising, screening/shortlisting, assessing and selection. For 
example:

 � Conflict of Interest Policy: May support disclosures of hiring panel members in terms 
of their real or perceived conflict of interest relative to applicants and should apply to 
screening, assessment, interviews and selection components of the process. A Conflict-of-
Interest Policy supports everyone in the process and ensures transparency and fairness.

 � Advertising or Posting: A policy or preference for internal candidates versus external 
candidates, community members versus non, First Nations candidates versus non, etc.

 � Selection Process/Policy:  Screening/shortlisting, assessing and selecting candidates policy 
and/or procedure can guide flexibilities, methods and support decision-making in terms of 
moving applicants through the process, including marking schemes, types of questions to 
ask, etc.
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The following are some of the common steps in a recruitment process to provide 
guidance on the overall process:

1. ADVERTISING

a. Ensure the job advertisement articulates the role and the qualifications required to 
do the work, including the work location and any working conditions. Ensure potential 
applicants know enough about the job to determine if they are interested and able 
to perform the duties, and also can tailor their application and resume to ensure it is 
easy for the hiring panel to determine if they are to be shortlisted or not, e.g., a job 
requirement could include a First Nations language fluency and knowledge of culture 
and community.

b. Ensure the job advertisement is clear on whether the vacancy is for a permanent or 
temporary period, and if temporary, for what period of time.

c. Ensure the job advertisement is clear on any parameters, organizationally or 
geographically, in which applicants must be in order to be included in the applicant pool.

d. Ensure the job advertisement is clear in asking applicants to self-identify as First Nations/
Aboriginal/Indigenous. A hiring preference for qualified First Nations/Aboriginal/
Indigenous versus qualified non-First Nations/Aboriginal/Indigenous applicants is legal 
and not considered discriminatory under the Canadian Charter of Rights and Freedoms, 
section 25. In fact, it is a common and encouraged practice in many First Nations 
communities and organizations in Canada.  

e. Ensure there is a clear deadline for applicants to submit their interest and that their 
resume is included, and ensure adherence to document management policies and 
processes.

f. Follow community or organizational processes to managing applicants and 
documentation of the recruitment process.  

g.   Post the position in accordance with policy.  
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2.  SCREENING/SHORTLISTING

a. Normally this is conducted based on the resume and application package, i.e., which 
applicants meet the education and experience criteria, including any occupational 
certifications or licencing requirements. Depending on the number and quality of 
applicants, screening for First Nations/Aboriginal/Indigenous ancestry may also occur at 
this point. 

b. Screening by a predetermined group of people (at least two) is ideal to determine which 
applicants best match the initial qualifications required for the job posting and to ensure 
consistency and fairness.

c. Note that choosing individuals who do not meet the professional and/or cultural 
qualifications of the position is not always as easy and clear as it may seem. Therefore 
an additional next step in the screening/shortlisting process can be a phone interview to 
ask more details about education and experience if required.

3.  ASSESSMENT 

a. Assessments usually include both written and interview sections:

i. These can be completed separately or together, often depending upon the number 
of candidates, e.g., with a larger number of screened-in/shortlisted candidates, a 
written assessment is a simple and efficient method of getting the numbers down to 
a reasonable number for more time-consuming interviews.

ii. At the same time, the written portion may very well be assessing required 
knowledge, skills and competencies, not the least of which is written communication 
skills.

b. All assessment methods should include the criteria for assessment, expected answers, 
and a set scoring grid.

c. The hiring/interview panel marks any written submissions and makes the final 
determination regarding which candidates will be invited to interviews.

d. Assessment, particularly the face-to-face interview, should include a wide variety of 
methods and approaches, allowing all candidates an opportunity to put their best foot 
forward and to show what they bring to the work, bearing in mind that all assessment 
methods should be realistic to the work, and the level of the work. Assessments may 
include:

i. Written tests
ii. Development of presentations
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iii. Interview questions
1. Simple question and answer

2. Situational

3. Behaviour-based

iv. Simulations
v. Role Plays

e. The hiring/interview panel conducts the interviews and comes to consensus on marking 
and decisions about successful applicant(s) in confidence and prior to advising any of the 
applicants. 

f. Hiring/interview panels should include at least two or three people who are able to 
determine if the applicants have or don’t have the required job qualifications, both 
in terms of knowledge, skills and competencies to do the work and “fit” in terms of 
organizational/community culture and values.

g. Review of past performance and reference checks are a critical component to 
assessment, and although often missed or minimized, can provide valuable insight into 
applicants and their match to the work and the organization/community.

i. Past performance can include asking candidates to provide evidence of previous 
work performed relevant to assessment.

ii. Reference checks with previous employers, coaches, etc. can confirm situations 
discussed in behaviour-based interview questions and can determine how people 
have behaved in past positions or situations.

1. You should conduct as many reference checks as you require in order to get the 
information that you need to make an informed decision.

4.  OFFER OF EMPLOYMENT

a. Inform the chosen applicant of their success in the process and discuss final issues 
including conditions of employment, salary, etc. to finalize details of the employment 
offer.

b. Finalize a formal letter of offer following policy, and signed by a delegated authority.

c. Include a date in the letter to inform them of when they should return their signed offer 
if they choose to accept it.
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d. Once the successful applicant has accepted the offer in writing, the other applicants can 
be notified of not obtaining the posted job position. You will want to ensure the non-
successful applications are provided with an opportunity to discuss with a representative 
of the hiring panel or the Human Resources team, particularly if they are internal 
candidates. This can be a valuable learning opportunity for individuals relative to their 
approach to interviews and/or their future learning and development planning.



SECTION TWO 
THE JOB DESCRIPTION
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FIRST NATIONS HEALTH DIRECTORS IN BC: 
JOB DESCRIPTION

JOB DESCRIPTIONS: WHY WE NEED THEM

Job Descriptions are beneficial because they:

 � Provide alignment of roles and duties to strategic vision and operational reality of the 
organization and the work

 � Clearly outline roles and responsibilities

 � Provide a basis to develop fair compensation relative to similar and different positions and 
that reflect the levels of responsibility and qualification in the organization

 � Can be used as a means to:

 – Form the foundation for the development of recruitment advertisements
 – Form the foundation for the development of assessment tools, including interview 
questions

 – Determine needs for training and development of incumbents
 – Form the foundation for the performance management process

 � Provide a basis for recognition and rewards programs

HOW TO MAXIMIZE A JOB DESCRIPTION

When it comes to job descriptions, flexibility is the key. It may be wise to create a more 
generic job description that emphasizes expectations and accountabilities, rather than 
specific tasks, thereby ensuring our Health Directors focus on results rather than job 
duties. A more wide ranging job description is also easier to maintain – it doesn't require 
modification with every minor change in duties.

Job descriptions should create accountability rather than describe how people do their work, 
allowing for variances and flexibility.
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FIRST NATIONS HEALTH DIRECTORS IN BC: JOB DESCRIPTION

The job description for First Nations Health Directors in BC comprises a series of options 
in each section of the job description. This flexible approach allows for each First Nations 
community to create a job description that meets their unique needs, and allows for job 
descriptions to be adjusted during each instance of hiring.

When drafting a job description from the tool below, please bear in mind that the length 
of a job description doesn’t necessarily increase the value of the work.  Job descriptions 
are normally two to three pages maximum, including preamble, duties, education and 
experience requirements, and competencies required.

Statements can be cut and pasted as deemed relevant and necessary.

SUGGESTED ACCOUNTABILITIES

LEADERSHIP ON HEALTH AND WELLNESS PROGRAMS AND SERVICES:

 � Provide leadership and direction to planning, organizing, implementing, maintaining 
and evaluating culturally relevant and safe health and wellness programs and services. 
Conduct this in a manner that is respectful of diversity, and in alignment with the culture 
and traditions of the community served. 

 � Develop, implement and evaluate new and culturally relevant and safe health and wellness 
programs and services. 

 � Ensure in-depth involvement in health provision in order to deliver culturally relevant and 
safe health services and treatment to community members.

 � Promote community health, First Nations concepts and traditions regarding wellness, and 
healthy ways of being.  

 � Advocate for the health and wellness needs of the community.

 � Coordinate intervention, directly or indirectly, in emergency, trauma and crisis situations. 

PLANNING:

 � Lead consultative processes regarding community health planning needs and 
opportunities, including identification of relevant community health and wellness 
priorities.

 � Create, implement, evaluate and monitor Nation-based community health and wellness 
plans, including both existing and emerging health and wellness needs, incorporating 
input from community and other health system professionals.
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 � Ensure emergency management, preparedness planning and/or pandemic planning is in 
place and well communicated for the community served.

COMPLIANCE:

 � Ensure programs and services are in compliance with legislation and organizational policy, 
processes and procedures.

POLICIES, PROCESSES AND PROCEDURES:

 � Develop, implement and evaluate culturally relevant and safe policies, processes and 
procedures, including amendments as needed.

 � Ensure financial management of programs and services including all financial 
accountabilities and funding requirement compliance.

 � Proactively seek out diverse funding sources to sustain health and wellness programs, 
including grants and funding opportunities.

 � Prepare and monitor work plans, including reporting through regular and annual reports. 

PARTNERSHIPS AND COLLABORATION:

 � Proactively build and nurture collaborative and respectful working relationships with 
First Nations in BC, health and wellness partners, and government agencies: utilize these 
relationships as an avenue to assist their community in achieving its health and wellness 
goals and objectives. 

 � Respect cultural protocols and acknowledge and embrace the diversity of knowledge 
systems.

 � Serve as a liaison, connector and convener between the community and its health system 
partners. 

COMMUNICATIONS:

 � Provide technical advice to First Nations leadership (Chief and Council, Regional Caucus, 
Regional Table, FNHDA, etc.) to improve health and wellness programs and services and to 
promote self-determination.

 � Collaborate and partner with the FNHDA, FNHA, FNHC, Regional Health Authorities, Nation 
Assemblies, etc., to build effective partnerships that will improve the health and wellness 
of the community they serve by being an active member at applicable meetings.

 � Facilitate communication with health system partners with a view to addressing 
community health and wellness opportunities and challenges.
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 � Communicate effectively with community members and diverse partners about health 
opportunities and challenges in an informed and knowledgeable manner.

MANAGEMENT:

 � Maintain membership with the First Nations Health Directors Association – mandated to 
support First Nations Health Directors and other community health organizations in BC. 

 � Lead and provide day-to-day supervision of health staff and contractors, including 
all aspects of human resources management. This would include describing work, 
recruitment, learning and development planning, career planning, coaching, mentoring, 
sharing of knowledge, capacity building, performance management, etc.

 � Foster a cooperative and collaborative working environment through team activities, 
personal leadership and professional incentives, including the management and 
resolution of conflicts.

 � Proactively seek out diverse funding sources to sustain health and wellness programs, 
including grants and funding opportunities.

 � Act as the community health and wellness team’s “go-to person.”

 � Plan, implement, and evaluate community health and wellness programs by involving 
community members.

ROLE MODEL:

 � Understand, communicate and uphold the vision of community leadership.

 � Lead a healthy lifestyle grounded in cultural tradition, including achieving work/life balance 
and engaging in self-care, and promote this to community members and health staff.

OPTIONAL ACCOUNTABILITIES

LEADERSHIP ON HEALTH AND WELLNESS PROGRAMS AND SERVICES:

 � Ensure culturally relevant and safe health and wellness programs and services are 
managed, delivered and evaluated in a coordinated and integrated approach and in a 
manner that is respectful of diversity, and in alignment with the culture and traditions of 
the community served.

 � Oversee and provide decision-making leadership to culturally relevant and safe health and 
wellness programs and services, ensuring local programs and services are administered 
and fully serve the population in a manner that is respectful of diversity, and in alignment 
with the culture and traditions of the community served. 

 � Organize and host community health and wellness events and engagements.
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 � Serve on the FNHDA Board of Directors and provide technical advice and strategic 
leadership.

PLANNING:

 � Plan for existing and emerging health and wellness needs, including soliciting input from 
the community and other health system professionals resulting in the development of 
Nation-based community health and wellness plans.

POLICIES, PROCESSES AND PROCEDURES:

 � Manage the budget and financial reports of the health and wellness programs and 
services, including efficient utilization of the funding.

 � Access and apply research and innovation to community health and wellness polices/
programs. 

 � Ensure accurate and timely financial and budgetary reporting and audits.

PARTNERSHIPS AND COLLABORATION:

 � Collaborate with neighbouring Health Directors, Community Hubs, etc. 

 � Build and nurture collaborative, respectful and good working relationships with 
community members.

COMMUNICATIONS:

 � Ensure Chief and Council have a base knowledge of community health and wellness issues, 
ensuring they appreciate the value of the community health and wellness programs and 
services.

MANAGEMENT:

 � Build an effective community health and wellness team through recruitment and retention 
strategies.

 � Facilitate and provide leadership and advocacy to the change management agenda and 
activities.

ROLE MODEL:

 � Demonstrate fluency, or willingness to learn, local Indigenous languages.

 � Promote a healthy lifestyle grounded in cultural tradition to health staff and community 
members.
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 � Understand the role that a Health Director plays in transforming First Nations health and 
wellness programs and services in BC.

 � Act as a mentor and positive role model with staff and within the community.

 � Create a personal learning plan with challenging goals, and display interest and time-
management skills to achieving it.

QUALIFICATIONS FOR JOB POSTINGS (NOT ALL REQUIRED)

EDUCATION

 � A university degree in Human Services, Health Sciences or a related field (e.g., nursing, 
health care management, home support worker, social development or other related 
degree).

OR

 � A diploma in Health Sciences (e.g., nursing, health care management, home support-
worker, social development). 

OR

 � An acceptable combination of education, training and experience.

 � Successful completion of the First Nations Health Directors Association Certification 
Program.

EXPERIENCE

 � Significant, recent and relevant experience working in a health setting (usually 
demonstrated over a period of five years or more) including the development, 
implementation, delivery, monitoring and evaluation of health and social services 
programs and services.

 � Experience in the development of culturally relevant and safe programs and services, 
including monitoring and evaluation, ideally with a health and social services focus.

 � Demonstrated experience in management and leadership of staff and contractors.

 � Demonstrated experience in people management including describing work, recruitment, 
learning, development and career planning, coaching, mentoring, and performance 
management.

 � Experience in collaborative planning at a community level, ideally with a health and social 
services focus, and including monitoring and evaluation.

 � Experience in the collaborative and integrated development, implementation, monitoring 
and reporting on community health and wellness plans.

 � Demonstrated experience working with First Nations, including leadership.
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KNOWLEDGE

 � Knowledge and understanding of the political, cultural and spiritual protocols of the First 
Nations community served.

 � Knowledge of the health and wellness challenges and opportunities specific to the 
community served.

 � Knowledge of the historical factors and trauma, e.g., residential schools, aspects of 
colonization, etc., that are relevant to the community’s health and wellness challenges.

 � Knowledge of the social determinants of health, e.g., health services, housing, food 
security, education, social safety network, etc.

 � Current knowledge of the First Nations health system in BC, as well as the tripartite 
relationships between Canada, BC and the FNHA.

 � General knowledge of the key governing documents in the BC First Nation health care 
landscape such as: Tripartite First Nations Health Plan; Resolution 2011-01 and the 
Consensus Paper 2011, BC First Nations Perspective on a New Health Governance; 
Resolution 2012-01 and the Consensus Paper 2012, Navigating the Currents of Change 
– Transitioning to a New First Nations Health Governance Structure; and the Tripartite 
Framework Agreement on First Nations Health.

 � Knowledge of the services, structures, legislation, regulations and processes regarding 
First Nations health and wellness in BC, including on- and off-reserve jurisdiction issues 
and decisions.

 � Knowledge of the Privacy Act and legislation that is applicable to the First Nations Health 
Departments, British Columbia’s Employment Standards Act, and other legislation that is 
applicable to the Health Director role.

 � Knowledge of the structure of health and wellness services in BC and how the health 
systems interact.

 � Knowledge of the health and wellness programs, services and related resources offered by 
First Nations organizations as well as by the federal and provincial governments.

 � Knowledge of basic planning approaches and tools.

 � Knowledge of the principles and theories behind accurate data and information 
management, as it applies to health planning and reporting.

 � Knowledge of basic financial and budgeting processes and protocols.

 � Knowledge of leadership and management process, tools and protocols.

ABILITIES/COMPETENCIES/SKILLS

 � Ability to lead consultative processes regarding community health needs and 
opportunities.
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 � Ability to identify relevant community health priorities through involvement and 
consultation with community members.

 � Ability to promote public health, First Nations concepts of health and wellness and healthy 
ways of being.

 � Ability to provide culturally relevant and safe health and wellness programs and services. 

 � Ability to access and apply research and innovation to community health and wellness 
policies, programs and services. 

 � Ability to coordinate interventions, directly and indirectly, in trauma and crisis situations.

 � Ability to demonstrate a clear understanding of the scope of the Health Director role, 
including the setting of professional boundaries, by clarifying the scope of the role to Chief 
and Council and others, and ensure that boundaries are not crossed.

 � Ability to embrace change and demonstrate flexibility.

 � Ability to foster significant internal and external relationships.

 � Ability to establish and maintain collaborative partnerships and sustainable relationships 
between BC First Nations, health and wellness organizations, and government agencies to 
achieve the goal of improving health and wellness in BC First Nations community served.

 � Ability to communicate effectively with Chief and Council, community members and health 
system partners. 

 � Ability to organize and host community health events and engagements.

 � Ability to negotiate with, and influence, health system partners.

 � Liaison, connector and convenor skills and abilities to ensure strong connections between 
communities and health partners.

 � Effective interpersonal skills and abilities to communicate with people from diverse 
backgrounds and points of view.

 � Ability to provide leadership to, and manage, a health service delivery team and program 
including financial and people management competencies and skills.

 � Ability to utilize current and relevant technology skills, such as word processing, 
spreadsheets, basic accounting software and social media.

SUITABILITY

 � Respectful of the unique cultural and spiritual teachings of the community served.

 � Serve as an active and informed leader in the provision of health and wellness services to 
the First Nations community they serve.

 � Serve the community thoughtfully and in accordance to their unique health priorities and 
needs.
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 � Abide by the values of trust, respect, honour, honesty, humility, courage and truth. 

 � Carry out the role of a Health Director with integrity and responsibility.

 � A curious life-long learner who communicates to create compelling dialogue and 
engagement with wide and diverse audiences.

 � Motivated to create improved health and wellness outcomes for the community they 
serve.

 � Other related duties may be asked from the Health Director/lead.



SECTION THREE 
THE JOB ADVERTISEMENT
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FIRST NATIONS HEALTH DIRECTORS IN BC: 
GENERAL JOB ADVERTISEMENT

JOB TITLE:

Health Director (or other title as preferred)

COMMUNITY:

A brief description of the community including:

 � Location 
 � Size 
 � Geography 
 � Business lines of the community/organization
 � Social and physical activities available
 � Services and amenities available

AD CONTENT:

1.  (Community X) is looking for (a description at a personal level of who you are looking for, 
including any preference, e.g., community members living on-reserve as a first hiring 
preference in accordance with S. 54)

2. Job Summary
3. Educational Requirements
4. Experiential Requirements
5. Reporting Relationship and/or Relationship with Chief and Council, Relationship with 

Band Administrator/Manager and/or Relationship with Boards
6. Geographic Location
7. Detailed Job Description 
8. Days/Hours of Work
9. Wage Range, including other salary details
10. General statement regarding employee benefits, pension, etc.
11. Any other details or information that allows candidates to ensure they are not only 

qualified for the position but the community and context of the work



FIRST NATIONS HEALTH DIRECTORS JOB DESCRIPTION AND HIRING TOOLKIT  | 21

SA
M

P
LE JO

B
 A

D
V

ER
TISEM

EN
T

EMPLOYMENT OPPORTUNITY 
A D D O RGA N I Z AT I O N L O G O, NA M E A N D M I S S I O N S TAT E M E N T

HEALTH DIRECTOR 
PERMANENT FULL-TIME

[Location], British Columbia 

[Add a brief description of the community including location, size, and geography of the area]
Community X is looking for an experienced and committed Health Director to join our team! We are seeking a candidate 
who understands and has knowledge around the political, cultural and spiritual protocols associated with our First Nations 
community and who will uphold the vision of community leadership. The Health Director has knowledge of the health and 
wellness challenges and opportunities specific to the community and provides leadership to develop culturally relevant and 
safe community health programs and services that will meet the health needs of the community.  

ACCOUNTABILITIES

•   Provide leadership and direction to planning, organizing, implementing, maintaining and evaluating health and wellness 
programs and services, incorporating input from community and other health system professionals.

•   Proactively build and nurture collaborative and respectful working relationships with First Nations in BC, health and wellness 
partners, and government agencies; utilizing these relationships as an avenue to assist the community to achieve its health 
and wellness goals and objectives.

•   Communicate and coordinate intervention, directly or indirectly, in emergency, trauma and crisis situations. 
•   Ensure emergency management, preparedness planning and/or pandemic planning is in place.
•   Ensure programs and services are in compliance with legislation and organizational policy, processes and procedures.
•   Ensure financial management of programs and services and proactively seek out diverse funding sources.
•   Lead and provide day-to-day supervision of health staff and contractors. Foster a cooperative and collaborative working 

environment through team activities and personal leadership, including the management and resolution of conflicts.  
•   Prepare and monitor work plans, including reporting through regular and annual reports. 
•   Lead a healthy lifestyle grounded in cultural tradition, including achieving work/life balance and engaging in self-care, and 

promotes this to community members and staff.

EDUCATION & EXPERIENCE

•   A university degree in Human Services, Health Sciences or a related field (e.g., nursing, health care management, home 
support worker, social development or other related degree). An acceptable combination of education, training and 
experience will be considered.

•   Successful completion of the First Nations Health Directors Association Certification Program.
•   Significant, recent and relevant experience working in a health setting; including the development, implementation, delivery, 

monitoring and evaluation of health and social services programs and services.
•   Experience in the development of culturally relevant and safe programs and services, including monitoring and evaluation, 

ideally with a health and social services focus.
•   Demonstrated experience in people management including describing work, recruitment, learning, development and career 

planning, coaching, mentoring, and performance management.
•   Experience in collaborative planning at a community level, ideally with a health and social services focus, and including 

monitoring and evaluation.
•   Experience in the collaborative and integrated development, implementation, monitoring and reporting on community 

health and wellness plans.

Our organization offers competitive salary, pension, extended health benefits and employee supports for wellness including 
an Employee and Family Assistance Program and cultural supports.

APPLICATION DEADLINE

Month, Day, Year at  Time
Submit your Cover Letter and Resume
Apply online: [add organization website] or Confidential Fax: [add fax number]

Please note that only those applicants shortlisted will be contacted. If you do not hear from us about this position, please 
accept our sincere appreciation for your interest in our organization!  We encourage you to watch our job board for future 
opportunities.
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ACCOUNTABILITIES 
•   Provide leadership and direction to planning, organizing, implementing, 

maintaining and evaluating health and wellness programs and 
services, incorporating input from community and other health system 
professionals.

•   Proactively build and nurture collaborative and respectful working 
relationships with First Nations in BC, health and wellness partners, and 
government agencies; utilizing these relationships as an avenue to assist 
the community to achieve its health and wellness goals and objectives.

•   Communicate and coordinate intervention, directly or indirectly, in 
emergency, trauma and crisis situations. 

•   Ensure emergency management, preparedness planning and/or pandemic 
planning is in place.

•   Ensure programs and services are in compliance with legislation and 
organizational policy, processes and procedures.

•   Ensure financial management of programs and services and proactively 
seek out diverse funding sources.

•   Lead and provide day-to-day supervision of health staff and contractors.  
Foster a cooperative and collaborative working environment through 
team activities and personal leadership, including the management and 
resolution of conflicts.  

•   Prepare and monitor work plans, including reporting through regular and 
annual reports. 

•   Lead a healthy lifestyle grounded in cultural tradition, including achieving 
work/life balance and engaging in self-care, and promotes this to 
community members and staff. 

EXPERIENCE & EDUCATION 
•   A university degree in Human Services, Health Sciences or a related field 

(e.g., nursing, health care management, home support worker, social 
development or other related degree). An acceptable combination of 
education, training and experience will be considered.

•   Successful completion of the First Nations Health Directors Association 
Certification Program.

•   Significant, recent and relevant experience working in a health setting; 
including the development, implementation, delivery, monitoring and 
evaluation of health and social services programs and services.

•   Experience in the development of culturally relevant and safe programs 
and services, including monitoring and evaluation, ideally with a health and 
social services focus.

•   Demonstrated experience in people management including describing 
work, recruitment, learning, development and career planning, coaching, 
mentoring, and performance management.

•   Experience in collaborative planning at a community level, ideally with a 
health and social services focus, and including monitoring and evaluation.

•   Experience in the collaborative and integrated development, 
implementation, monitoring and reporting on community health and 
wellness plans.

Organization Name 

Health Director
PERMANENT FULL-TIME  |  [LOCATION], BRITISH COLUMBIA

Community X is looking 
for an experienced and 

committed Health Director 
to join our team! We 

are seeking a candidate 
who understands and 

has knowledge around 
the political, cultural 

and spiritual protocols 
associated with our First 
Nations community and 

who will uphold the vision of 
community leadership.

 The Health Director has 
knowledge of the health 

and wellness challenges and 
opportunities specific to the 

community and provides 
leadership to develop 

culturally relevant and safe 
community health programs 

and services that will meet 
the health needs of the 

community.

Our organization offers competitive salary, pension, extended health benefits 
and employee supports for wellness including an Employee and Family 
Assistance Program and cultural supports.

APPLICATION DEADLINE
Month, Day, Year at  Time
Submit your Cover Letter and Resume
Apply online: [add organization website] or 
Confidential Fax: [add fax number]

Please note that only those applicants shortlisted will be contacted. If you do not hear from us about this position, please accept our sincere 
appreciation for your interest in our organization!  We encourage you to watch our job board for future opportunities.

ADD ORGANIZATION 

LOGO, NAME AND MISSION 

STATEMENT



SECTION FOUR 
THE INTERVIEW
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INTERVIEW TIPS FOR MANAGEMENT

Below you will find some tips and reminders when preparing to be on an interview 
panel. In some instances there may be multiple stages in the approach to 
assessment and interviews, with each instance creating a shorter and shorter list of 
potential candidates.

1.  NEVER INTERVIEW A POTENTIAL CANDIDATE ALONE

Sometimes emergencies happen and your colleague or designated interview panel, including 
a human resource staff member, is no longer available. In these cases do your best to find 
another person to interview with you. Ask another colleague or even someone who will be 
working closely with the position that is being staffed. Having another person on the panel 
provides opportunity for discourse, perspective and transparency. 

2.  REVIEW THE CV AND RESUME BEFORE HAND

Reviewing the resume before the interview (or even having a copy on hand with you during 
the interview) allows you to go over some of the key achievements, experiences and skills 
you are looking for. Take the time to review the resume, consider even highlighting areas you 
want to ask for elaboration. 

3.  REVIEW INTERVIEW QUESTIONS IN ADVANCE

Take the time to read through the questions before the interview begins with the interview 
panel. Take that time to decide what panel member will ask what question. Make sure each 
of the questions is directly related to the outcome you are seeking. If you need to make 
changes to the questions, ensure you do this prior to the interview. 
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4.  INTRODUCE YOURSELF AND OUTLINE THE INTERVIEW

Be sure to begin the interview with context. Who is the panel, how are each of the people 
on the panel connected to the position being staffed? If you have structured the interview, 
consider outlining a few of the following in your introduction:

 � “The interview itself will consist of 10 questions, please feel free to take notes using the pen and 
paper provided.”

 � “If at any point you would like to go back to a previous question, just let us know.”

 � “We will be doing our best to take notes, so we apologize if we are not making eye contact.”

Once the formal interview is concluded:

 � “The scoring section of the interview is over, we have a few questions for you regarding timing, 
travel, vacation…etc.”

 � “Do you have any questions for us?”

5.  ALLOW THE CANDIDATE TO DO THE TALKING

Potential candidates should be doing most of the talking during the interview. Keep in mind 
this is the best opportunity you will have to review, assess and dialogue on skills, experience 
and qualifications. 
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6.  BE WELCOMING BUT REMAIN PROFESSIONAL

Often interviews can get sidetracked by personal questions and conversations. Remember 
to keep all scored questions directly related to the job. As a member of the interview panel 
you are looking to determine if the candidate has the qualifications to perform the required 
duties. Do not ask any scored questions as they related to age, religion, gender, disabilities or 
family status.



SECTION FIVE 
THE EMPLOYMENT OFFER
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FIRST NATIONS HEALTH DIRECTORS IN BC: 
OFFER OF EMPLOYMENT

OFFER OF EMPLOYMENT

 � Inform the chosen applicant of their success in the process and discuss final issues 
including conditions of employment, salary, etc. to finalize details of the employment offer.

 � Finalize a formal letter of offer following policy, and signed by a delegated authority.

 � Include a date in the letter to inform them of when they should return their signed offer if 
they choose to accept it.

 � Once the successful applicant has accepted the offer in writing, the other applicants can 
be notified of their not obtaining the posted job position. You will want to ensure the non-
successful applications are provided with an opportunity to discuss with a representative 
of the hiring panel or the Human Resources team, particularly if they are internal 
candidates. This can be a valuable learning opportunity for individuals relative to their 
approach to interviews and/or their future learning and development planning.
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Month, Day, Year

DELIVERED BY EMAIL [OR HAND DELIVERED]

PRIVATE AND CONFIDENTIAL

First Name Last Name
123 Street 
City, Province  POSTAL CODE

Re:  Employment with the Organization Name  

Dear First Name,

On behalf of the Organization Name, I am pleased to offer you employment commencing Date, under the 
terms and conditions set out in this letter agreement (“Agreement”).  

Please review this Agreement carefully, and should you decide to accept this offer of employment, please 
initial each page, sign in the spaces provided and return a signed copy to the Organization Name’s Human 
Resources Department.

1.  DUTIES & REPORTING

You will be employed in the position of Position Title, and will report to the Supervisor Title (the 
“Supervisor”).  

You will be expected to perform the duties and responsibilities set out in the attached position description. 
The Organization Name may, at its discretion, make reasonable changes to your reporting relationships, 
employment title, and responsibilities without requiring a written amendment to this Agreement. Such changes 
will not constitute a breach or termination of this Agreement. In the event of such changes, all other aspects of 
this Agreement will remain in full force and effect. 

2.  POLICIES 

The Organization Name has developed work place and employment policies to govern the conduct and 
activities of its employees (the “Policies”).  A copy of the Policies is attached.  Please ensure that you read them 
carefully as these Policies form part of your employment with the Organization Name.  The Organization 
Name may amend the Policies from time to time, at its sole discretion, and you will be provided with notice 
of such amendments.  Unless otherwise specified by the Organization Name, all such amendments will be 
effective one week after such notice is given. In the event of a conflict between the Policies and this Agreement, 
this Agreement will take precedence. 
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3.  SERVICE

You will devote your full working time and attention to the performance of your employment duties, and you 
agree to diligently and faithfully perform those duties in the best interests of the Organization Name.  You 
agree that you will not undertake any other employment or participate in other business or activities that 
interfere with your ability to discharge your responsibilities under this Agreement.

4.  HOURS

The Position is a full time position, and unless otherwise instructed by the Organization Name, you will be 
expected to work a [insert weekly hours i.e. 40 hour work week] Monday to Friday.  While core business 
hours are from 9am to 3pm, you are encouraged to organize your [insert daily hours i.e. 8 hours/day] in 
agreement with your manager that best accommodates the business needs of the Organization Name in 
appropriate balance with your personal needs. The Organization Name may also occasionally request that you 
work overtime hours and you will be credited with such hours in accordance with the policies and in compliance 
with applicable laws.

5.  WORK LOCATION & TRAVEL

You will work primarily from the [insert office name].  From time to time you may be required to travel.  You 
are also entitled to the reimbursement of your reasonable expenses in connection with the performance of your 
employment duties in accordance with the Policies.

The Organization Name has different locations from which it conducts its operations.  While we do attempt to 
accommodate individuals in their preferred locations please be aware that operational requirements may result 
in your work location changing between locations that are on or off reserve. In addition, please note that as your 
career with the Organization Name progresses, the operational requirements of the various positions you will 
occupy may result in changes to the location of your position.  We will make reasonable efforts to accommodate 
individuals in their preferred locations but operational requirements and those of our clients will be our primary 
consideration.

6.  SALARY

You will be paid an annual salary of $00,000 (less income tax withholdings and statutory deductions) payable in 
arrears in equal bi-weekly instalments by direct deposit.

7.  RELOCATION    (IF APPLICABLE)

The Organization Name is pleased to offer assistance with your relocation expenses. As per our Relocation 
Policy you are entitled to claim up to a maximum of $0,000 which are taxable and will be paid upon submission 
of accountable receipts to Human Resources. 
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If you should resign from the Organization Name or are terminated for cause within 12 months of receiving 
relocation assistance, repayment of all expenses will be required on a pro-rated basis.

8.  HOUSE HUNTING  (IF APPLICABLE)

The Organization Name is pleased to offer assistance with your House Hunting expenses as per our Employee 
and contractor Travel Policy.  You are entitled to claim for 2 adults, up to a maximum of 3 days for employees/
appointees whose current work base is in province, or 5 days for out of province employees/appointees.  These 
expenses include meal, accommodations and travel expenses.  Please refer to the policy for detail of eligible 
and non-eligible expenses.  Expenses are taxable and will be paid upon submission of accountable receipts to 
Human Resources. 

9.  GROUP INSURANCE BENEFITS– EXTENDED HEALTH CARE AND DENTAL BENEFITS  (IF 

ELIGIBLE) 

You will be entitled to participate in the Organization Name’s group insurance benefit plan (a description 
of which is attached) (“Benefit Plan”) after X months [insert length of waiting period i.e. 3 months] of 
continuous employment from hire date.

The Benefit Plan is provided by an external insurance provider and eligibility and coverage will be subject to 
any terms and conditions established by that provider.  In providing this coverage, the Organization Name’s 
sole responsibility is to remit premium payments to the plan provider, and any dispute about your eligibility for 
benefits or the extent of coverage will be between you and the plan provider.  

The Organization Name may amend the content of the Benefit Plan and the premium cost sharing [i.e. The 
Benefit Plan is set up as a 50/50 premium cost-share between the employee and employer] from time to 
time by providing you with written notice of such changes. 

10.  PENSION PLAN – (IF ELIGIBLE) 

Participation in the Organization Name pension plan is mandatory for both term and permanent employees 
following X months [insert length of waiting period i.e. 3 months] of continuous service with the 
organization.

11. VACATION AND HOLIDAY LEAVES

You are entitled to X weeks paid vacation to be taken at times mutually convenient for the Organization Name 
and you.  Vacation days will accrue at the rate of X days per month worked, and may not be taken prior to 
accrual without the prior approval of the Organization Name. 
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12.  SICK LEAVE

You will be entitled to a maximum of X days sick leave per [fiscal or calendar] year (“Sick Days’) which 
will accrue at the rate of X days per month worked.  Unused sick days have no cash value and may not be 
carried forward to the following [fiscal or calendar] year, and will not be paid out on the termination of your 
employment.  

NOTE: For more information on leaves, please see the following links:

https://www.canada.ca/en/employment-social-development/programs/employment-standards/federal-standards/leave.html

https://www2.gov.bc.ca/gov/content/employment-business/employment-standards-advice/employment-standards/

factsheets/leaves-and-jury-duty

13.  PROBATIONARY PERIOD

The first X months [insert length of probationary period i.e. 6 months] of your employment will be a 
probationary period (the “Probationary Period”) during which either you or the Organization Name may 
terminate your employment upon one week’s working notice. The Organization Name may also terminate 
your employment without notice for just cause. 

14.  TERMINATION OF EMPLOYMENT

Following your completion of the Probationary Period, your employment may be terminated by the 
Organization Name at any time as follows:

(a)  You may resign your employment by providing at least 2 weeks written notice to the Organization 
Name. At any time after receiving your notice of resignation, the Organization Name may, at its sole 
discretion, modify your duties for the purpose of transitioning your employment, including without 
limitation, requiring that you not attend at work for the balance of resignation notice period;

(b)  The Organization Name may terminate your employment immediately for just cause in which case 
you will not be entitled to notice of termination or pay in lieu thereof and the Organization Name will 
have no further obligation to you;

(c)  The Organization Name may terminate your employment at any time without cause, by providing you 
with the greater of:

(i)  3 weeks working notice or 3 weeks’ salary, or any combination of said working notice and 
salary; or

(ii)  the minimum amount of working notice or pay in lieu of working notice and severance pay 
required under applicable employment standards legislation.
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15.  LIMITATION OF OBLIGATIONS

You understand and agree that by complying with the terms of the previous paragraph, the Organization 
Name will have satisfied its entire obligation, under contract, statute (for example, the applicable employment 
standards legislation) and in equity, to give you notice or pay in lieu of notice in the event your employment is 
terminated. For greater certainty, you agree that by complying with the prior paragraph, the Organization Name 
will not be liable for any claim, action or demand, whether at common law, equity or under any legislation from 
time to time in force, for damages or loss to you arising out of the termination of your employment.

16.  RETURN OF [ORGANIZATION NAME]  PROPERTY

If your employment ends with the Organization Name for any reason, you agree to immediately return all 
property of the Organization Name, including all documents, financial statements, records, plans, drawings, 
intellectual property, equipment, keys or other property belonging to the Organization Name which may be in 
your possession or under your control.

17.  CONFIDENTIALITY AND WORK PRODUCT

You agree to execute and be bound by the Standards of Conduct, Conflict of Interest and Confidentiality Policy.

18.  PROFESSIONAL INTEGRITY & TRUST RESPONSIBILITIES

By signing this Agreement, you are acknowledging that the Organization Name is entrusted with significant 
responsibilities to serve and represent [First Nations Community Name].  In order to maintain the trust and 
confidence, it is necessary that the Organization Name and all of its personnel maintain the highest standards 
of conduct and personal integrity in carrying out its and their responsibilities.

19.  ENTIRE AGREEMENT

This Agreement constitutes the entire agreement between you and the Organization Name with respect 
to the terms of your employment, and supersedes any prior agreements, representations, warranties or 
understandings, whether written or verbal.  Except as otherwise indicated above, the terms of this Agreement 
may only be amended by written agreement signed by you and the Organization Name. 

20.  SEVERABILITY

Each provision in this Agreement constitutes a separate covenant.  If any provision in this Agreement is held by a 
court to be invalid, then the Agreement will be interpreted as if such provision were not included. 

21.  ASSIGNMENT

The Organization Name may assign this Agreement to its successors. You may not assign this Agreement.
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By signing this Agreement, you are acknowledging that you have read and understand this Agreement, and have 
had an opportunity to obtain advice concerning its terms.  

Please indicate your acceptance of this offer and the above terms by signing the enclosed copy of this 
Agreement and returning it to us.

This offer is valid if accepted prior to close of business, Date.

Yours truly, 

Organization Name

Per:

Signing Authority Name, Position Title

I, First Name Last Name, acknowledge and declare that I have carefully considered and understand the 
proposed terms of employment contained in this Agreement, and agree to be bound by its terms:

Signature       Date



SECTION SIX 
ORIENTATION AND ON-BOARDING
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HEALTH DIRECTOR 
ORIENTATION AND ONBOARDING

As a hiring manager, it is important to understand the distinction between 
onboarding and orientation processes.   

ORIENTATION

Orientation is a one-time event, usually lasting a day or less, and is an opportunity to share 
information that all new employees should know. It is meant to share the essentials and 
foundations; the very basics.

Orientation includes introduction to organizational policies procedures and processes, 
particularly those related to employment and employee benefits, and ideally occurs within 
the first few days of work. Many organizations have a pre-made orientation package for their 
new employees that often includes mandatory training.

ONBOARDING

Onboarding takes much longer, and starts before and continues after the hire date. It can 
last weeks, or even months, and the research shows the longer the better. It is meant to 
introduce and ingrain the organizational/community culture and way of working. It also 
reinforces everything the new hire was told in the recruitment process about the job, the 
work, the team and the organization. Onboarding acts as an incentive to new hires to bring 
their best and do their best work until they can do even better work, and should make them 
happy with their decision to join the organization. 
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Both processes should ensure:

 � Introduction and orientation to the local First Nations community culture, traditions and 
protocols if necessary 

 � Introduction to the organizational/community culture and values 

 � Inclusion of Elders

 � Inclusion of Health Director, other managers and appropriate team members

 � Connection to a “buddy”

 � Introduction to, and explanation of,  the use of any operational manuals and/or desk 
procedures

 � Introduction to, and explanation of, any agreements in place

 � Introduction to, and explanation of, the organizational structure(s)

Onboarding includes learning, development, coaching and mentoring and is led by the 
Health Director and other managers or team members in the organization and can 
include those they will collaborate with. Essentially onboarding turns a great hire into 
a great employee!

Onboarding relates specifically to the work and the expectations of the new employee as 
part of the team and how the team works together. How the organization works “upwards” 
needs to be understood as well, in terms of approvals, authorities and the relationship 
with Chief and Council. Evaluation and probationary periods should also be information 
included in the onboarding of the employee. Onboarding often includes additional training – 
mandatory and non-mandatory – that will be provided to the employee. Onboarding should 
also clearly articulate the probationary period, including duration and activities during that 
period to support the employee to become successful in the job.
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