
P a g e  2 6  P i k w à k a n a g à n  T i b a d j u m o w i n  

E M P L O Y M E N T  O P P O R T U N I T Y  
Position Title: Office Clerk Tenure: January 9, 2012 to March 31, 2012 

Department: Economic Development Salary: $10.25 per hour 

Location: Various Closing Date: Friday, January 6, 2012 @ 12:00 NOON 

Open to: Age 15-30 not attending school, status member, unemployed, underemployed, resides on reserve.  Priority 
will be given to those not funded previously by the INAC Youth Work Experience Program. 

 

Duties: 

 

 Provides administrative and clerical support, 

 Promotes and assist with the delivery of the department. 

 Control assignments and reporting which can be hourly, daily, or weekly. 

 Performs other related duties as my be required  

 

Basic Requirements: 

 

 Successful completion of Grade 10 or higher. 

 Experience Working with the public 

 Knowledge of office procedures 

 Good interpersonal skills 

 Client service experience 

 Knowledge of MS Word and MS Excel 

Eligibility List will be established:  YES X  NO   

SCREENING PROCEDURE:  The Board will screen all applications as presented.  Applicants will be screened on the following:  
1) Conflict of Interest – the applicant must not be a member of the supervisor’s immediate family; and 2) Resume – the Board 
will review the contents of the applicant’s resume to ensure the applicant meets the basic requirements as identified on this 
poster. 
 
APPLICATION PROCEDURE:  Interested persons must submit a resume demonstrating how the basic requirements are met 
and the names and day contact telephone numbers of your three (3) most recent direct supervisors.  If direct supervisor refer-
ences are not available, then references that know your work are acceptable.  Applications will be accepted in person or through 
the mail ONLY in a sealed envelope marked personal and confidential and addressed to the attention of the contact person.  NO 
FAXED OR ELECTRONIC APPLICATIONS WILL BE ACCEPTED.  The Algonquins of Pikwàkanagàn has the right to short-list 
for interview purposes to the five (5) most qualified persons. 

To obtain a job description and study package (if applicable), please contact: 
  

Contact Person: Elsie Commanda, Employment Development Officer Phone Number: 613-625-2800  
Address: Algonquins of Pikwàkanagàn, 1657A Mishomis Inamo, Golden Lake, ON  K0J 1X0 

Algonquins of Pikwàkanagàn 
1657A Mishomis Inamo 
Golden Lake, ON  K0J 1X0 
 

(613) 625-2800 Administration Office 
(613) 625-2332 Fax Number 

We’re on the WEB! 
www.algonquinsofpikwakanagan.com 

Hours of Operation: 

Monday through Friday 

8:30 am to 4:30 pm 
CLOSED  

12:00-1:00 pm for LUNCH 

Pikwàkanagàn in Search of Foster Parents 
We are in search for Aboriginal foster parents who are licensed,  

or individuals who are willing to take the training to become a  

foster parent. 

 

Foster parents work together with Pikwàkanagàn Child & Family  

Services/ Family & Children’s Services of Renfrew County staff to  

develop a plan for each child in care. The ideal plan is usually to reunite a young person with his  

or her family. When a reunion is not possible, the plan may require long-term foster care. 
 

Foster families play an essential role in the child's daily life.  

The stable and caring home environment that foster families provide helps encourage healthy  

growth and development. 

 

If you are interested in this ever rewarding opportunity and would like more information please 

contact : 

 

Hilda Tennisco, Supervisor Pikwàkanagàn Child & Family Services  

1657A Mishomis Inamo 

Golden Lake, Ontario 

K0J 1X0 


