Job Posting for Temporary, Casual or Interim Position

	Job Title
	Data Entry/File Clerk IB 

	Interim Job Code
	INT086
	Pay Grid
	Temporary

	Student Work Program Job Code
	WPS086
	Pay Grade
	Level 1



Department, Unit or Project Description:

	Provide relevant background that will help the applicant understand how the job fits in your area and the context within which it operates. 




Job Summary:

	Performs a variety of routine tasks related to data entry, file maintenance and updating of records, in accordance with established procedures.


Accountabilities:

	1. Collect data from various sources such as paper documents, electronic entry systems and the telephone. 

2. Conduct verify, and input data into spreadsheets and databases.

3. Format, word process, edit, and proofread a variety of documents and materials.

4. Apply standard mathematical skills such as calculations, formulas and equations to perform a variety of calculations.

5. Classify, sort, and file correspondence, records and other documents.

6. Update and maintain confidential files and records.



Qualifications:

	Education: 2 year Community College diploma in Office Administration or related field of study. 

Experience: 1 year of relevant experience. 


Assets:

	State the skills and/or knowledge that a successful candidate would possess. 




Additional Information: 

	State any additional information pertinent to the role. This section should not include any Accountabilities outside the scope of what is listed above. 




[image: image1.png]BRIGHTER WORLD | mcmaster.ca



[image: image2.png][I}/IcMatster
niversity
b





