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JOB POSTING 
Office Clerk – Summer Student
Starting June 24, 2019 until August 16, 2019
Vacant Position:
Office Clerk – Full-time (35 hours/week)
Department:
All Departments 
Responsibilities:
Provide clerical and administrative support as assigned.
Duties:

· Provide a wide range of support to Centre Departments

· Complete all typing, photocopying and filing as assigned.

· Ability to work independently.

· Special projects as assigned.

· Must be organized.

· Perform any other related duties as assigned.
Requirements:

· Fluently bilingual (French and English) – oral and written.

· Must have the ability to handle confidential information.

· Related experience in Administrative Support, IT or SSW.

· Must possess excellent typing skills.

· Hands on experience with Microsoft, Excel, or equivalent

· Good organizational skills.

· Must have a valid driver’s license and provide own transportation 

· Must provide a Vulnerable Sector Check (or willing to obtain). 

· Must be between the ages of 18 to 30 years.
Salary:
$14.00/hour
Competition number:
C19-365
All interested parties are invited to submit their resume and cover letter to the attention of Natalie MacDonald, Human Resources Administrator, nmacdonald@developmentalservices.ca  no later than 4:00 PM on Wednesday, 

June 12, 2019. 

We thank all applicants for their interest, however, only those under consideration will be contacted.
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