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 Job Description 

 
The Mi’kmaq Confederacy of Prince Edward Island Emergency Management Coordinator is 
responsible for delivering the Emergency Management Program. Collaborating with and 
developing partnerships with federal and provincial counterparts, to review/recommend 
policies related to emergency management; and to identify opportunities that will further 
minimize the effects of any emergency within the PEI First Nations. 
  
Reporting To 
Director of Health, Mi’kmaq Confederacy of Prince Edward Island 
 
Duties related to Emergency Management Coordinator 

 Regularly consult with PEI Mi’kmaq communities to identify their emergency 
management planning and implementation needs; 

 Share identified needs with Mi’kmaq community leaders and other key stakeholders. 

 Engage and Support Mi’kmaq communities in developing and maintaining appropriate 
emergency plans that take into account the identified needs of PEI Mi’kmaq people. 

 Support Mi’kmaq communities to test their emergency plans and adapt them as 
necessary to meet their needs; 

 Ensure Emergency Management plans in each Mi’kmaq community are regularly up-
dated; 

 Develop and disseminate emergency management plans that can be used by Mi’kmaq 
communities to help manage emergencies; 

 Assist communities with inspecting plans, facilities and equipment used in emergency 
management operations to ensure that they are working properly; 

 Coordinate the logistics of disaster response or crises management activities including 
evacuations, and implement special needs programs and plans; 

 Promote individual awareness and preparedness plans, and encourage Mi’kmaq 
community members to adopt them and keep them up-to-date;  

 Review current research and keep up-to-date on new trends, issues, practices, and 
policies regarding emergency management; 

 Develop educational resources and guidelines that can be used by Mi’kmaq 
communities to promote best practices, and prevent and manage emergencies; 

 Transfer knowledge and help build capacity among Mi’kmaq community members, 
Mi’kmaq community staff, and other relevant services providers to prevent and manage 
emergencies – e.g. Coordinate BEM, FR and ICS training, and information sessions; 
disseminate educational and resources and guidelines; promote individual preparedness 
and awareness; present at community events; secure seats at conferences and training 
events; etc. 

 Review and up-date data and community information such as geographical information 
systems- maps, yearly. 
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 Contribute to and work collaboratively with key local, regional, and national 
committees, networks, and boards that focus on emergency management - i.e. EMO 
PEI, ISC 

 Coordinate/contribute to special Emergency Management related projects as 
requested. 

 
Program Administration 
 
The Emergency Management Coordinator will: 

 Submit timely and accurate program reports as directed and prescribed by the Director 
of Health 

 Prepare and implement activities as outlined in a detailed work plan; 

 Comply with all MCPEI standard operating procedures and policies; 

 Build a productive, cooperative working climate within the team, the organization and 
with other stakeholders; 

  
  
Working Conditions 
Physical, Mental, Visual 
Moderate physical activity is required and the work environment should be minimally stressful 
when dealing with the public and staying organized. There may be occasional periods of travel 
away from the office environment (1 to 3 days at a time). 
  
Knowledge, Skills and Abilities 

 Knowledge of First Nations health programs and stakeholders; 

 Ability to work with diverse populations (elders, children, cultural etc); 

 Proficient with basic computer software applications including word processing, 
spreadsheets and financial management software (if applicable); 

 Ability to multi-task, to identify priorities, be creative and maintain a detailed work plan; 

 Ability to use analytical and problem solving skills; 

 Ability to demonstrate effective verbal, presentation and listening skills; 

 Knowledge of Prince Edward Island’s First Nations communities and cultures; 

 Exceptional organizational skills; 

 Strong interpersonal skills, very good judgment, and strong initiative; 

 Willingness to be a team player but also the ability to work independently with minimal 
supervision; 

 Ability to work flexible hours; 

 Willing and able to travel as required for the position. 
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Personal Suitability 
Willingness to take on a significant challenge and driven to succeed. Very good judgment, 
strong inter-personal skills, strong written communication skills, effective analytical skills, 
initiative, willingness to be a team player; 
Ability to maintain professionalism while working under stressful situations; 
Possess cultural awareness and sensitivity; 
Ability to focus on meeting deliverables within the required timeframe. 
  
  
Hours of Work 
Hours of work will be in accordance to the standard hours of operation at the Mi’kmaq 
Confederacy of PEI (Summer hours are 8:00a.m.-4:00p.m. and Winter hours are 8:30a.m -
4:30p.m.).  A standard work week for this position is 37.5 hours unless otherwise specified in 
the employment contract.  There will also be additional hours worked to accommodate for 
Emergency events in communities, meetings/workshops related to the position. 
 
Qualifications 

 Preferred Bachelor’s degree in Emergency Management and/ or minimum 2-3 years of 
relevant work experience; 

 Excellent technical written and verbal communication skills with the ability to 
communicate well with a wide variety of audiences; 

 Organizational skills with  the ability to coordinate with multiple departments and 
agencies;  

 Strong interpersonal skills with  the ability to use tact and judgment in dealing with 
sensitive and complex issues;  

 Proven ability to maintain confidentiality;  

 Highly detail-oriented with the ability to handle multiple priorities and complete tasks/ 
projects in accordance with stated deadlines; 

 Cultural competency and knowledge of First Nation cultural traditions; 

 Experience in computers and software programs including word processing, 
spreadsheets, PowerPoint; 

 Valid driver’s license and/or access to reliable transportation. 
 

 

 

 

 

 

 

 

 

 

 

 

 


