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'DUTIES: General typing of Ietters antl carrespendenee |

:answering letters of compliance, etc.; assisting and cover-

“ing-off for the Information® Records Processor and the
. Perrmts and Inquiries Clerk, as required; other general
- aeff ice and clerical duties as assigned. |

QUALIFICATIONS Cemmumeatrens generalknewledge
at a high school level; well-developed typing skills, as
may be acqu:red thraegh a eemmsrstal eeurse and re-
lated experience. - -

SALAFIY $16,057 te $17,938 Der annum [under review.)
Please app]y on er before August 12, 1988 to::
Department ef Human Reseurees

Due 1o plannea espansren and prernetrens frern wrthrn a pregresswe Cana

dian Insurance Company, located in the Highway 7 and Keele Street area, has

-~ several positions‘available from entry level to department managers. We are
. seeking to add ambi itious, career oriented men and women who will have
annple eppertuntt-,r to grow. with the ':Ir:lrnpanz.rr Immee“rate epenrngs for:- ' -

i .ORDEalesK-;CLEBI(

Fast grewrng eempany in Beatrer Creelt Business Park requrres a
-bright, energetic_person to. handle order processing on a busy-.
.} Order Desk. The applreant shotld have general office experience
“and at least 50w.p.m. t*,rprng for samputer rnput Good telephene_'
- manner IS a rnust % g

We effer a pleasant werlang enwrenment anti eengenral atmas«-
. ph;ere This is a interesting pesrtren whrsh effsrs a geed starting
salary. . : .

..._r' : :
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_ Please send resume to
. LINIJA BALAZS .
HU\'TER AUTI]MGTWE EQU]PMENT LTIJ
55 West Beaver Creek Road, Unit 21
Htehmend HIII Ontane L4B 1I{5

nCKtE ""BARREL
- RESTAURANT
A/P CLERK

.I i E Fiaprr:ll*,* expanding restaurant chain i in need ef AJP Clerk. Excellent
o N appertunrty foran energetre self staner with at least one.year AIP

Must be.able to perfarm efficiently with heavy werklead Geetl -

: WeedhrnelSteeles area. .
~ For interview please eall Mstllen or Beth.

-47954.444-
TIME FﬂH

/Illstale A CHANGE

ARE YEIU JUSTGUT fIF HIGH SEHII}L LOOKING FI'.'IFIAI'I GFF‘DHTUI‘IITY :

# PERMANENT FI.ILLTIME PﬂSI'I'IDNS AVAILABI.E AT DIJH MAFII'I]-IAI‘-II

;'mesmcesssmsemmnmumvssmarsesnses 12
: ='DIPLOMAAL&\IGWITH35WPMTI’FNG | .

WE OFFER AN ATTHAG'I'I"JE STARTING SALAH\" A FU'.LI. RANGE GF

_, COMPANY BENEFITS INCLUDING PFIU'FIT EHA.HI
i ASSISTANCE. NG AI'-II} FULL EI:IUCA

8911 Weatlhme Avenue
_ .Markham l}ntarte Zegyln
{;?}:I;: - .I L : - II
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. SENIOR SALESIIIIIARI(EI‘ING
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SECRETARY EXPEFIIENCED

Fer ma;er lm perUErrpert rlrstrrhuter of grﬁware anr:l asserted pre-
duetsr New offi ee leeatesl in Unrenwlle area wrth frrenrllr,r husrness
enviro nment '

Please Centact Wendy
470251593.111 5pm .

RECEPTIONISTI
TYPIST

Needed fer grewrng el:rrnpan',,r Must have a pleasant appearance
“and telephone manner. Typing skills essentrsl Werr:lPerfest an
- asset. Geed benefits. _

Please send resurne ‘to:
ARMADALE SYSTEMS
180 Renfrew Drive . . .
- Markham, ‘Ontario L3R BBT
Att: Pamela Osharne

nE CHEDIT AND COLLECTIONS CLEHK

Ftequrred lmmedlately -
Tnday S Busmeea Freduets Ltd.”

has a pesrtren avarlable in Credit Department
for a self-motivated individual with
3-5 years credit and collections experience
ant:l excellent communication skills.
. Excellent benefits package "
“. includes fles: heurs

Plaase eend resume wﬂh salan.r es:peetatlen te
Credit Manager ° :
. -TODAY’'S BUEIHESE PRODUCTS LTD s
. 875 Middlefield Road, Scarborough, Ontario M1V 425

17

ENTRYENLEVEL CLEFIICALI

“COMPUTER-
POSITIONS AVAILABLE

fENGINEEHING CUMPUTER CLEHI{

L
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Candidate should have a-bent towards’ englneenng aleng wrth"—"—'

ing about the lighting business.

PURCHASING CLERK: ~ LA

To type and record Purchase Orders and r:lata entry of rntrenter],rr :
Computer:expéerience and typlng speed minimum 35 w.p.m. Te-.

quired. There will be opportunities for advancement for both pess
tions. As well, we offer a complete benefit paekage._ '
Please submit resume or application to: :

Personnel Manager.

-

..C-& M PRODUCTS LIMITED e sy lee
: 189 Bullock Drive: = - oo
;% Markham, Ontario .. °- = .
i oot L3PIWG. i :
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SWITCHBOARD OPERATOR

- Frsher Serentrfre has an rmmedrate epenrng fer a

Switchboard Operator to. handle our second.board - -

- "and to perform some light clerical duties.

This is a temporary, full-time pasrtren te run apprex- o

imately 6 months. .

Pleasant telephene manner essentlal Expenenee
on an SL-1 board an asset Seme typrng ancl fi Irng
skills required, - . .

To arrange an lntewrew please eall
FISHER sciE'NnFlc
479-8700

CIAF 15 .A.nlﬂ HU!SEHL SAIES I.I'MITED

CLEFIICAL ASSISTANT

Fulitime pesltran effenng attrastwe eemanv benefrts Per+
son wrth aptrtutle fer fi igures requrred -

Apply in person to - |

" ‘J. Sullivan 5

WHITE ROSE CRAFTS & NURSERY SALES I.TD
. 4038 Hrghwa',r #7, Unrenvrlle, Ontana

4771-3330

.'.".-. o

MM Canada ; Ltd. tsaneq"lﬁeeeunlry'sfaedtagsuppfm mrr:ra;'mmr
cnmp:rfe:rsys!ems software and service. jmn!naier of
2 eansrderatwn,fomdynurrmaseta* i \ ;g

;_, hﬁfﬂﬁﬂlfhﬂmﬁhllﬂ -
. .. Human Resources Depnrlnr.ent
- 140 Allstate Parkway - '

. Unionville, Ontario L3R 5Y8
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We currently have a pasraen apen
for a- Receptionist in our Head
Office. The eandidatevnlll:reahlg
school graduate with basic
keyboarding skills, have previous
experience with public enquiries
and a professional appearanee

Elﬂd attitude. -

INTEHMEBIATE
- SECRETARY

We are looking for an Interrnedrate'
Sales Secretary to work in the Lib-
rary Sales Division. The candidate |
will possess: a eetlege diploma or
.équivalent, a minimum of 3 years | | §
secretarial experience, preferably |

from a Sales envircnment,- have
excellent typing slull_s and aflexible
‘and outgoing personality. Word'
preeessmg knewledge weul-:l be an :

EISSEI

We rn'-.rrte rnterested eandrdates to |,
senri therr resurnes in eenﬁr.:lenee

to: ™ ;
“Human’ Hesuurses Depsrtment

Geac Computer Corporation Lrnrrterl

- 350 Steelcase Road, West'
- Markham, {lntane
LIR1B3

I‘;anada Trust: Realtor Tl |

PEFIMAI\.ENT

|~ PARTTIME-|{

Hequrred ft:rrr,msmall4 busy

_-'_.Far alternate esenrngs office, TI’F"”Q and Qﬂﬂd W'th -

| ‘and Saturdays to workin"-
,'pleasant Real Estate

‘office. -

| Must be able to type and

computer experience, (1BM eempanble], an-:l en interest in learn-: 1l

have: pleasant telephane
voice. |
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Mature persen Ier husy real
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NOFINIA CURFIIE
294-1372
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‘'day required immediate- .|

- Local manufacturing company has im-
“mediale " opening " for . Accounting
 Clerk/Typist. Successfud applicant vl be
.re:usdbpa:erearﬂpaeessamﬂs
payable andfor. receivables, assist in
mornih end closig, type reports, ivoioes,
‘and various other documents and fie
- mainienance, Comfortable. use el pey-
-sonal computers a definile assel.

h
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- Family Trust Real Estate, -
. Stouffville. office, requires a

part time receptionist. Typ-

ing a-must. -Air eendrtrened s
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Steul‘l‘wlle office,

Phane .
640 3202
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