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PLEASE POST

The Eastern Townships School Board invites applications for the position of

Office Agent CI. I

Massey Vanier High School
Cowansville

NATURE OF THE WORK

The principal and customary work of an employee in this class of employment consists in performing a variety of relatively simple
administrative duties according to established instructions, methods or procedures and requiring routine decisions based on a
limited number of elements.

CHARACTERISTIC FUNCTIONS
The employee in this class of employment compiles data, performs simple calculations and prepares reports.

The employee fills out forms, cards, purchase orders, form letters, notices or any other simple document of the same nature and
forwards them, as required.

He or she takes and transfers telephone calls; receives and forwards messages and faxes; provides information of a general
nature on the telephone or in person; greets and, if necessary, directs visitors. He or she drafts notes concerning telephone calls.
He or she records answering-machine messages.

The employee files documents, books and cards; he or she repairs damaged books; carries out the loan of audiovisual documents,
equipment and books; if necessary, collects fines.

The employee may be required to enter texts and various data into a computer from manuscripts or other sources; he or she
verifies the accuracy of the data or any other data contained on a list or document.

The employee may be required to carry out supervision in premises where aptitude tests are being administered.

The employee may be required to receive, stamp, sort and file mail and ensures its distribution.

If need be, he or she may photocopy documents.

The employee uses a computer and the necessary software to perform his or her duties related to word processing, database
entry, spreadsheets and in-house programs; he or she uses electronic mail. He or she may be required to help, on occasion,
colleagues with the common software and programs used.

The employee may be required to train new class Il office agents.

If need be, he or she performs any other related duty.



REQUIRED QUALIFICATIONS

Schooling

Hold a Diploma of Vocational Studies in an appropriate specialty for the class of employment, a Secondary School Diploma or a
diploma or an attestation of studies recognized as equivalent by the competent authority.

Have a minimum of 6 months of experience in reprography.
Other requirements

Ability to communicate effectively both in English and French.
Demonstrate a strong collaborative approach.

Have a basic knowledge of office automation.

SUPERVISOR: The Principal

SALARY: $21.73 - $22.65/hr.
SCHEDULE: 25 hours per week
STARTING DATE: As soon as possible

Applications should be sent, in writing, by 2:00 p.m. on MAY 23, 2023 to:

hr@etsh.qc.ca

Human Resources Department
Eastern Townships School Board
340, Saint-Jean-Bosco  Magog, QC J1X 1K9
Fax: 819-868-3821

Equal opportunity for all



