WTLE-9¥6 (109)

73€ MbA D9 ‘®BIRQ
1U92s3.17) JOJAB) 3dUBIE|D) 00SH

Suluuely s1e40dI07) %8 SEIINOSRY UBWINK
wpQjo uonetodionayy N Y

‘ *s8unsod qof Juasund
_,w__mu_omc_au__wum_anUm._ou,mno_BEwE_\mu.S_mn.BB\su_m_>wmmm_n_.>_c0mmmoa5nwu:m._w*w:ohmnouumucwu:_m_um_._m:_umon_ao:meE_m.._._.

‘paidadde aq J0u ||IM sawnsau/suoliedijdde saded °
"33ep 8uiso|d ayy uo wdog: Aq paniwqns pue SGOT[EUISIUI/EI BI[SP° MMM 3} 3uljuo pajHwgns uaym Ajuo paidadde ase suonyedrddy

399/ Y40 JNOH GE awi]-||n4 Jen3ay jJuswuedaq sy49|) 3439|D epuady 9T/1ST
)23\ 43d SINOH snjeis juawpedag uoIsod # Bunisod
9102 ‘€T 49qWdNON 9T0Z ‘9T 19qWanoN
:93eq 8uisop)

:93eq Sunisod
SONILSOd 90[ TVNYILNI LNJHYND V.L73A 40 NOILVHOJdHOD FHL

ONINNVY1d 3LVHOdHUOD 2 S3OUNOSIH NVWNH




Job Details - The Corporation of Delta Internal Portal Page 1 of 1

Welcome View Jobs Update My Info Contact Us
Job Details (>JLogout
KBack

If you are interested in this position, click Apply Now and we will walk you through our Online Application process.

(>)Apply Now

Title Agenda Clerk
Department Office of the Municipal Clerk
Job Status Regular Full Time
Posting Status Accepting Applications
Employment Group CUPE
Job ID 151/16

Nature & Scope of Work This is complex clerical and typing work entailing responsibility for the preparation and electronic
distribution of Council Meeting Agenda packages. In addition, an incumbent relieves a superior of
a variety of routine administrative tasks. It is the responsibility entailed in relieving a superior of
routine administrative matters which differentiates this class from that of Clerk Typist 3. An
employee of this class exercises considerable independence of action and judgement on most
day-to-day aspects of the work, referring more complex or unusual matters to a superior who
reviews work for accuracy, completeness and conformance to sound practices and procedures.

Required Knowledge, e Thorough knowledge of business English, spelling, punctuation and arithmetic.
Skills and Abilities e Considerable knowledge of modern office methods and procedures.
e Considerable knowledge of applicable rules and regulations governing departmental
operations.

e Working knowledge of Provincial and Municipal laws, statutes and by-laws as such related
to the work performed.

e Ability to review, recommend and implement clerical procedures supporting the electronic
distribution of Council Meeting Agenda Packages.

e Ability to operate a range of standard office equipment and to use a variety of software
including word processing and other office automation applications.

e Ability to prepare, maintain and control a variety of departmental records, files and related
data.

e Ability to deal effectively with the public, staff, other employees and officials and to
interpret and explain departmental rules, regulations and practices.

e Ability to compile information and compose correspondence and to prepare, type and
maintain a variety of records, reports, statements and related documents.

Desirable Training & Completion of the 12th school grade including or supplemented by courses in typing, office
Experience software applications and commercial subjects, plus considerable related experience or an
equivalent combination of training and experience.

Required Licences, A valid BC Class 5 Driver's Licence for the Province of British Columbia.
Certificates and
Registrations

Safety Requirements Incumbents are required to follow all applicable Safe Work Procedures, participate in Occupational
Health & Safety training, meetings and to report any hazards in the workplace.

Hours of Work 35 Hour Work Week
Posting Date 11/16/2016
Posting Closing Date 11/23/2016
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