Valley Gardens Community Centre is currently seeking an Office Assistant. This is a permanent, part-time position. Hours currently are Monday, Tuesday, Wednesday and Friday 9:30 – 1:30 and Thursday 3:00 – 7:00. Experience in Word is required, knowledge of other software programs, such as Quickbooks, would be an asset. Responsibilities are varied and may change seasonally. An example of duties / responsibilities are:
 
1. Maintain the office environment by answering phones, filing, responding and forwarding e-mails to appropriate parties.
1. Bookkeeping experience. 
1. Participate in special events planning and preparation as requested.
1. Keep filing/document management system for electronic and paper documents organized.
1. Monitor and order office supplies.
1. Distribute/file all incoming mail.
1. Research, typing, correspondence, faxes, and filing.
1. Good internet skills, including use of e-mail programs and group messaging
1. Skill in establishing priorities and managing workload.
1. Ability to follow directions.

Please send your resume to:  vgcc@shaw.ca  or by fax to 663-0176

