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DEPARTMENT: Council Services UNION: C.U.P.E. Local 543 

POSTING TYPE: Corporate JOB CODE: 543018 

POSTING STATUS: Regular Full-time POSITION #: 00001618 

# OF POSITIONS: 1 GRADE/CLASS: 0.05 

SHIFT WORK REQ’D: No SALARY RANGE: 
$19.76 - $23.24 per 
hour 

DEADLINE DATE: Thursday, April 16, 2015 HOURS PER WEEK: 33.75 

DUTIES: 

Reporting to the Supervisor of Information and Records, this position will respond to public inquiries 
directly at the counter and over the telephone concerning general information, various types of 
applications, by-law research, etc.; processes various application fees and issues receipts; provides 
primary backup to customer service receptionist; may be required to provide backup for mail & delivery; 
provides clerical support to the Council Services Department; schedules meetings for both internal and 
external customers in Corporate meeting rooms; issues invoices for external meeting room bookings as 
required; processes invoices using PeopleSoft Financials.  Assists in all phases of Municipal Elections.  
Assists with the Records Management Program.  Responsible for moving office supplies and elections 
materials as required.  Will perform Occupational Health & Safety duties as outlined in the Corporation’s 
Health and Safety Program.  Will perform other related duties as required. 

 

QUALIFICATIONS: 

 Must have an Ontario Secondary School Graduation Diploma or Ontario Ministry of Education 
equivalency; 

 Must have over three (3) months of experience in a computerized office environment utilizing the 
Microsoft Suite of Products such as Word, Outlook, Excel; 

 Must hold and maintain a current, valid and lawful class ‘G’ Driver’s License in accordance with the 
Highway Traffic Act, for the purposes of operating a City of Windsor vehicle and provide a driver’s 
abstract as a condition of employment; 

 Will be required to complete a post-offer strength test in an effort to assist the successful candidate in 
completing the position tasks safely and to aid in minimizing injuries on the job; 

 Must be able to lift up to 30+ lbs.; 

 Must have a minimum typing proficiency of 50 wpm; 

 Must have a pleasant, courteous manner and demonstrate excellent customer service skills; 

 Must be able to work without detailed direction or close supervision and have the ability to interpret 
written instructions; 

 Must have excellent interpersonal and communication skills and ability to communicate with difficult 
customers; 

 Experience with PeopleSoft Financial System will be considered an asset; 

 Customer service and communication courses and/or workshops taken will be considered an asset. 
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POSTING SPECIFICS: 

Posting Period:  Friday, April 10, 2015 at  8:30 AM to  Thursday, April 16, 2015 at 4:30 PM 

  APPLICATIONS WILL ONLY BE ACCEPTED DURING POSTING PERIOD 

Who May Apply:  Current City of Windsor employees.  Eligibility for consideration is determined by 
the applicable collective agreement and/or current Corporate hiring practices. 

How To Apply:  Complete an Internal Job Transfer Form (available at Human Resources or on 
Dashboard) and attach as resume, specifically noting the job posting number, 
your qualifications and experience as outlined above. 

Apply To:  In person to the Human Resources Department or one of the Customer Care 
Centres 

 By faxing your Job Transfer Form and resume to the Human Resources 
Department 

Update:  By Human Resources on April 9, 2015 

 

In accordance with the Accessibility for Ontarians Act, 2005 and the Ontario Human Rights Code, 
the City of Windsor will provide accommodations throughout the recruitment, selection and/or 
assessment process to applicants with disabilities.  If selected to participate in the recruitment, 
selection and/or assessment process, please inform the City of Windsor Human Resources staff 
of the nature of any accommodation(s) that you may require in respect of any materials or 
processes used to ensure your equal participation. 


