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Catholic Independent Schools Kamloops Diocese





205 Columbia Street, Kamloops, BC  V2C 2S7




Phone:  250-372-5452  ext.345  Fax:  250-372-5257
superintendent@ciskd.ca
Sacred Heart Catholic School

EXTERNAL POSTING

School Administrative Assistant

Sacred Heart Catholic School is a K-7 school in Williams Lake serving approximately one hundred twenty-five students.

For the 2016-2017 school year any beyond, we are seeking qualified candidates for the position of administrative assistant.  This is a 1.0 FTE continuing contract position.

Preference will be given to candidates who possess:

· Active membership in a Catholic parish

· Current pastor’s reference

· Skill in working with Microsoft Excel, Publisher and Word

· Pediatric First Aid and Emergency CPR Certification

· Interpersonal skills – verbal and non-verbal communication, listening

· Organizational skills

· Flexibility

· A current criminal record check and vulnerable sector check

To request an application package for this position, please contact the Superintendent of Schools, Kelly Tries, at superintendent@ciskd.ca
The deadline for applications is Friday, May 20, 2016.  Please note that only those candidates selected for interviews will be contacted.
