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July 6, 2010


Huron-Superior Catholic District School Board
  EMPLOYMENT OPPORTUNITY – Clerical - 2010-21         
Applications are invited for the following temporary bargaining unit position:

CLASSIFICATION:
TEMPORARY ELEMENTARY SCHOOL SECRETARY

LOCATION:

St. Paul School, Sault Ste. Marie, ON 

NATURE OF POSITION:
Effective September 1, 2010.  End date undetermined.

HOURS OF WORK:
 17.5 hours/week (9:30 am to 1:00 pm)
DUTIES:
Under the supervision of the school principal, the school secretary performs a variety of duties to ensure the efficient and effective operation of the school office.  These duties include:

-
co-ordinating the office activities (such as handling mail, phone calls, reception of visitors, etc.);

-
typing/keyboarding reports and records (such as maintaining student attendance, student marks, student admissions, transfers, etc.);

-
typing/keyboarding correspondence and reports assigned by the school principal;

-
maintaining inventories and ordering supplies;

-
provide secretarial support to the school as directed by the principal.

QUALIFICATIONS:
The successful candidate will possess a good knowledge of office procedures and methods; good typing/keyboarding skills; good interpersonal and communication skills and have the ability to organize and maintain an efficient school business office.  The secretary will be required to operate a computer and various software packages (WordPerfect/Word, Windows, Trillium, etc.), including office and photocopying equipment.

SALARY:

Hourly wage rate effective September 1, 2010 -  $24.06
Selection will be based on employee's performance, qualifications, skills and ability to perform the work as per Article 16.01(b).

In accordance with Section 29(2) of the Municipal Freedom of Information and Protection of Privacy Act, personal information is being collected for the purpose of selecting successful applicants for the above-noted position.

Please submit an up-to-date record of qualifications with your letter of application by 4:00 p.m., July 13, 2010, to:


Marian Brooks, Manager of Human Resources


90 Ontario Avenue, Sault Ste. Marie, ON  


P6B 6G7 (Fax: 705-945-5503)


The Board Is an Equal Opportunity Employer

John Stadnyk, Director 
      
Marchy Bruni, Chairperson

www.hscdsb.on.ca 







