THE CITY OF WHERE EMPLOYMENT
WINDSDR EQUALS OPPORTUNITY

INTERNAL JOB OPPORTUNITY

POSITION: ADMINISTRATIVE SUPPORT CLERK JOB POSTING #: 2015-0022
DEPARTMENT: Council Services UNION: 543

POSTING TYPE: Departmental JOB CODE: 543414
POSTING STATUS:  Temporary Full-Time POSITION #: 00004176

# OF POSITIONS: 1 GRADE/CLASS: 0.07

SHIFT WORK REQ’'D: No SALARY RANGE: ﬁgllj'rlzy“ to $24.99
DEADLINE DATE: X\_’gggerﬁday’ Feb. 4115@ | \5URs PER WEEK:  33.75

DUTIES:

Under the direction of the Manager, Records and Elections Freedom of Information and Privacy
Coordinator, the position is responsible for the following duties: Provide counter and telephone service
to customers and answer inquiries from the public relating to Council Services and provides general
secretarial support; Provide secretarial support for miscellaneous typing of general correspondence,
committee meetings, minutes of meetings, etc.; Process application fees as required and issue
receipts; Conduct searches for all departments for Council resolutions, by-laws, agreements, deeds,
and contracts as required; Perform duties relative to the Corporate Records Management Program;
liaising with departments concerning records retention of documents and classifying documents;
Performs all duties related to the Mailroom functions, such as the daily pick up of mail and distribution
of both Canada Post mail and interdepartmental mail (driving to various locations throughout the city)
and the daily processing of Canada Post mail utilizing the DM1000 mailing machine; Printing/copying
documents in the print room environment, as required, operating high speed network connected copier
equipment; Assist in all phases of the Municipal Election with emphasis on election equipment storage,
set up, programming and distribution of election equipment to voting stations throughout the City;
Process accounts payable using PeopleSoft; Performs Occupational Health and Safety duties as
outlined in the Corporate Health and Safety Program. Other duties as assigned.

QUALIFICATIONS:

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

e Must have over three (3) months of office experience in general mail room duties and accounts
payable;
Must have the ability to work independently with a minimum of supervision;
Must possess a typing speed of 40 wpm;
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;

e Must have experience in a computerized office environment utilizing Microsoft Outlook, Word, and
Excel;

e Familiarity with the City’s structure/operations and knowledge of the City’s streets would be a

definite asset;

PeopleSoft experience considered an asset;

Experience working in Elections would be considered an asset;

Must be able to lift mail bins weighing up to 30 Ibs;

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.
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Continued..

POSTING SPECIFICS:

Posting Period: e From Tuesday, February 3, 2015 at 9:00 AM to Wednesday, February 4, 2015
at 4:30 PM

e APPLICATIONS WILL ONLY BE ACCEPTED DURING POSTING PERIOD

Current employees of the Council Services, Communications & Customer
Service, Policy, Gaming & Licensing Enforcement. Eligibility for consideration is
determined by the applicable collective agreement and/or current Corporate
hiring practices.

Who May Apply:

How To Apply: ¢ Complete a resume, specifically noting the job posting number, your
gualifications and experience as outlined above.

Apply To: ¢ In person to Susan Fitzsimmons, Supervisor, Information and Records, 350 City
Hall Square West, Room 203, or by e-mail to fitzsis@city.windsor.on.ca

Update: e By Human Resources on March 10, 2014

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.
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