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Corporation of the Town of Moosonee

P.O. Box 727, 5 First Street, Moosonee, Ontario P0L 1Y0

TEL. (705) 336-2993   FAX (705) 336-2426
Job Posting
Public Works - General Office Clerk
Purpose of Position:
· To provide a variety of secretarial, administrative and clerical support to the Public Works Manager and respective divisions.  

Duties/Responsibilities:

· Provides secretarial services and as such, is often the first point of contact between the Department, its working relationships and the public:

· answers the telephone and take messages as required, receives faxes.  

· provides routine information to inquiries and/or refers question to appropriate sources

· correspondence, reports and memoranda of varying length and complexity; including text and tables: some of which may be sensitive and confidential
· Schedules meetings and other appointments as requested/directed
· Assist staff with monthly report preparation obtains information from files from external sources for background research
· Opens, sorts and distributes incoming mail; prepares outgoing mail for dispatch

· Responsible for Department’s file system

· Assists with ordering/tracking of inventory of stationery and office supplies; arranges for servicing and repair of office equipment

· Assists with coding of Purchase Orders
· record agendas and minutes of meetings as well as circulate to attendees

· Other duties and tasks as assigned by Management
Hours of work:
· Monday to Friday 8:00 am –4:00 pm 
Working Conditions:
Dealing with concerns from the Public thru telephone inquiries.  
Persons interested in this position should submit their resume by
Friday, October 18th, 2019 4:00 p.m.
Trevor Keefe, Public Works Manager
Town of Moosonee, P.O. Box 727

Moosonee, Ontario P0L 1Y0

Email: trevorkeefe@moosonee.ca
Successful Candidate will be required to provide a criminal reference check
In accordance with the Municipal Freedom of Information and Protection of Privacy Act, personal information collected will be used only for the purposes of this employment opportunity. The Town of Moosonee is an equal opportunity employer that is committed to inclusive, barrier-free recruitment and selection processes. Please contact us if you require this posting in an alternate format. If contacted for an interview, please advise if you require accommodation.

We thank all candidates who apply but advise that only those persons selected for an interview will be contacted.
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