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THE TOWNSHIP OF CRAMAHE
REQUIRES A
RECEPTIONIST/CASHIER

(Maternity Leave up to a Maximum of 1 Year)
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FREENTE R
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Reporting directly to the Treasurer, the Receptionist Cashier is a key part of the Finance Department.
Duties and Key Responsibilities:

» Reception —respond to public inquiries both in person and on the phone

* Accept municipal payments for property taxes, dog tags, etc.

SKATING TIMES

o Assist in the maintenance of departmental files and records P“bhc Skatlng TIIHES
» Type correspondence, reports and form letters Mﬂnd_a}r’s
» Assist with general clerical duties including distribution of mail, filing, photocopying and faxing '
o Other duties may be required Sl}m = 6-'.2“]3“1
_ ; ‘ 9
The preferred candidate should have: e Wednesd ay’s
* Grade 12 education and some postsecondary training in office or business administration or AMCT dVamntﬁet 27, 207¢4 ?'P i .
designation would be an asset | | 4P“1“5-20Pm
» Excallent oral and written skills, congenial attitude and exceptional customer service skills in order to | 312 il 86 In the squate to geact the ¢ F ok Al |
provide effective communication with the general public, vendors and staff is essential. A e: Can u- dian P oy .
* Demonstrated knowledge in computer applications including Microsoft Office and Excel J : Gﬁm | Pﬂl’EﬂtS TﬂtS & SEHIGI’ S Skﬂte
= An ability to work in an environment with changing deadlines and pricrities
* Previous municipal and/or financial experience in a comparable position will be considered an asset. X -TllESdﬂE ’S
Salary: Grade 4 of the Collective Agreement - $18.90 per hour - $22. .
ry g per hour - $22.56 per hour 4!]“1 - 4_50pﬂ1
Interested candidates should submit a resume no later than 4:30 pm on Friday November 14, 2014 to: W d dave
canesaay's
Office of the Treasurer | “uigr” < o S L
Township of Cramahe . 1lam — 1 1:503[[]
PO. Box 357, 1 Toronto Street
. _ . : &
Colborne, Ontario KOK 150 Contuct gfxacay foveless @ 9053655486 Thursday’s
Personal information is collected under the authority of the Municipal Freedom of Information and O« | 11am - 11:50am
Protection of Privacy Act for the purpose of job selection. We thank all applicants for their interest, :
however, only those under consideration will be contacted. The Township of Cramahe is committed to oﬂnm!t: m.ﬁ&atmwuahﬁwﬂ,mmd: @kotmall.com & 4pﬂ1 & 4'50]3“1

providing accommodations for persons with disabilities. Please let us know if you require accommodation.
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Beat the Silent Killer

Stay safe from carbon monoxide.
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Ensure oll fuel-burning appliances ‘ Install and regulorly test
in your home are inspected annuaily. carbon monoxide alarms.

COSafely.<a oenfario.co/firemarshal
F @ETSSAONntario o Eontfiremarshol §

Township of Cramahe
www.visitcramahe.ca L

“Beat the Silent Killer”: First-ever Carbon Monoxide Awareness Week
November 1-7

1 Toronto Street, PO Box 357, Colbome ON 1905.355.2821 | Fax 905.355. 3430

www.visitcramahe.ca




