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Job Opportunity:
Administrative Coordinator

Company: Peepeekisis Funeral Home
Location: Lorlie, Saskatchewan
Position: Full-Time (Initial Key Hire)

About Us

Peepeekisis Funeral Home is a new facility designed to honor First Nations traditions while
serving all communities in Saskatchewan. We provide a space where families can grieve
according to their unique customs, ensuring that traditions like smudging are respected and
encouraged inside our home.

Role Overview

The Administrative Coordinator is a hands-on, worker-oriented role responsible for the daily
clerical and operational support of the funeral home. You will be the primary point of contact for
grieving families and will support the Managing Funeral Director in all office functions and work
closely with the Operations Consultant to set up the office infrastructure and filing systems.

Key Responsibilities

1. Pre-Opening Office Setup

e Collaborate with the Operations Consultant to
o Assemble and organize the physical office space.
o Establish and maintain physical and digital filing systems for records and permits.
o Configure office, case management, and bookkeeping software (e.g.,
QuickBooks) for operational readiness.

2. Daily Operations & Reception

e Greet families and visitors with empathy and professionalism; manage the reception area.
e Handle incoming phone calls, coordinate scheduling, and track inventory.
e Support the accurate filing of death certificates and other legal documentation.

3. Bookkeeping & Financial Tasks

e Perform daily data entry for accounts payable (A/P) and accounts receivable (A/R).
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e Process all incoming payments and cash receipts.
e Maintain the general ledger for review by the Managing Funeral Director.

4. Administrative Support

e Assist with basic personnel records and staff documentation as directed by the MFD.
e Organize office supplies and handle facility mail.

Requirements

Substantial experience in office administration, bookkeeping, and reception.

Proficiency in QuickBooks and standard office software.

Exceptional customer service skills and a compassionate approach to bereaved families.
High attention to detail and ability to multitask in a multifaceted startup role.

Familiarity with First Nations traditions and community customs is a strong asset.

How to Apply

Interested candidates are invited to submit their resume and cover letter to Keegan
Montgrand—keegan.montgrand@ppkdev.com

Closing Date: September 11, 2026

Peepeekisis Funeral Home is an equal opportunity employer. Preference may be given to
qualified Indigenous candidates.
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