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Human Resource Coordinator  

Description  

The Huu-ay-aht Group of Businesses is looking for a results-driven, energetic, and self-motivated 

HR Coordinator to join our dynamic team at our corporate head office in Port Alberni. Reporting 

to the CEO, you will play an integral role in defining the employment brand at the Huu-ay-aht 

group of businesses.  Travel to our businesses in Bamfield will be a required part of this job.  This 

is a contract position ending August 31, 2017 with potential for an extension.   

 

The HR Coordinator is a multi-faceted role and critical in executing our people initiatives; if you 

have a keen attention to detail, are customer focused and have a thirst for learning, then we want 

to hear from you! 

 

Accountabilities will Include: 

 Responsible for providing day- to -day HR support on a variety of areas ranging from on-

boarding, talent acquisition, employee changes and administration, as well as other tasks 

as assigned  

 Assist in the preparation of documents, including but not limited to employment letters, 

forms, legal documents, and other business correspondence  

 Organize new hire process for all new staff including coordination of training 

sessions; new hire notifications; conducting new hire orientations and ensuring that new 

hire paperwork is complete and filed with Head Office.   

 Organize and maintain various filing systems, including electronic files, tracking sheets, 

and employee files  

 Act as point of contact for employee inquiries  

 Assist in the coordination of probationary reviews and year-end performance assessments 

for staff  

 Assist in the implementation of human resources projects and initiatives  

 Other duties as assigned  

What You’ll Need: 

 Minimum 1-2 years’ experience in a Human Resources 

 Ability to work independently and follow through on assignments with minimal direction 

 High-level of accuracy and attention to detail when performing tasks 

 Ability to prioritize tasks and take initiative 

 Excellent written and verbal communication skills 

 Ability to handle extremely confidential information 

 Technology and social media savvy 

Post-secondary education in Human Resources or equivalent would also be an asset, but is 

not required. 

 

Closing date May 22, 2017, only those shortlisted will be contacted for an interview  

Please email resume to tracy.w@huuayaht.com 

Phone 778-421-2663 ext 3 Fax 778-421-2664 

Or drop off at Unit B 4644 Adelaide St, Port Alberni, BC  
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