


[image: ]EMPLOYMENT OPPORTUNITY
Golden Opportunity Clinic (GOC)
2 Part Time Administrative Assistant’s 

The Municipal District of Opportunity is looking for 2 individuals to fill Temporary Part Time positions as an Administrative Assistant for the GOC. Direct reporting for this position is with the Administrator.  This individual must be self motivated and willing to work in a team oriented environment.

· Provide direct administrative and office management support 
· Prepare Physician reports, background documentation, and research
· Prepare and process financial reports, invoices, and other monetary duties
· Provide assistance to the general public
· Other duties that may be assigned 

Qualifications

· High School Diploma and Office Administrative Certificate are desired.
· With a minimum of one year office related experience
· Knowledge of general office procedures.
· Computer skills a definite asset (Microsoft Environment – Word & Excel)
· Good public relation skills and a team oriented person.
· Education & Experience equivalencies will also be considered
· Must have Valid Driver’s License
· Able and willing to travel as required
· Salary negotiable based on education and experience
· Provide a current Criminal Record Check and Child Welfare Check (CWIS)

     Vickie Cardinal, Manager of Community Services
Municipal District of Opportunity No. 17
Box 60 - Wabasca Alberta - T0G 2K0
Tel. # (780) 891-3778 & Fax # (780) 891-4277
Email: vickiec@mdopportunity.ab.ca

Position closing date March 2, 2012
The personal information submitted pursuant to this advertisement will be utilized for this Employment Opportunity only and is subject to compliance with the Freedom of Information and Protection of Privacy Act. Applicants are thanked in advance for their interest, however, only those selected for an interview will be contacted.
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