
Secondary school graduation supplemented by administrative/secretarial training plus
experience in an office environment OR an equivalent combination of training and experience      
A high degree of accuracy and attention to detail in all aspects of job performance and ability
to follow directives and perform special tasks as assigned by Senior staff    
Knowledge of modern office practices and equipment, adobe, excel, word, publisher       
A working knowledge of basic accounting    
Background/experience in communications is desirable      
Ability to achieve priorities and to meet deadlines is essential, as well as the ability to work
independently and in a team environment 
Demonstrated ability to work positively and professionally with the public, elected officials
and all levels of staff      
Ability to develop a knowledge of how/where to direct inquiries from the public and
telephone calls to accurately relay messages to Senior staff    
Strong written and verbal communications skills

Are you interested in working for your community and providing top quality services to our
residents? Do you enjoy interacting with the public and getting them the help that they need in
an efficient and effective manner?  If you could see yourself as part of our team, we would be
interested in reviewing your application for our Communications/Finance/ Development position.
The successful applicant will cover a 3-month compassionate leave, Monday – Friday, 6 hours per
day, 30 hours per week.  There is a need for the position to become a casual call in backfill for 3
positions after the 3-month term.

Nature of Position:
Interim Communication/Finance/ Development Clerk is the first point of contact for members of
the community and presents the first impression of the Village.  The role adds value by providing
great customer service, being able to answer most routine questions, or instantly direct the
person to someone who can help them.  Under the direction of the Interim Operations Manager,
Chief Financial Officer or Deputy Clerk, the Interim Communications/Finance Clerk maintains all
social media platforms, Village website and all communications with the public when directed.
Assists staff members with Information Technology training, technology issues and questions.
 
Desired qualifications, skills and experience:

INTERIM COMMUNICATIONS/FINANCE/DEVELOPMENT
CLERK

OPEN UNTIL OCTOBER 8, 2020.
A detailed job description can be requested from
office@queencharlotte.ca 
Please send cover letter and resume to: Sandra Brown,
Deputy Clerk, Village of Queen Charlotte Box 580, 
Queen Charlotte, BC V0T 1SO. Fax: 250-559-4742         
E-mail:  office@queencharlotte.ca

Salary is negotiable based on education
and experience. 
For lesser qualified applicants willing to be
trained on-the-job, starting salary would be
$20.00/hour plus 10% in lieu of benefits. 
 Expected start date is October 19, 2020.

TERM POSITION:  OCTOBER 19 -  DECEMBER 31 ,  2020

COMPASSIONATE LEAVE REPLACEMENT 


