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This is not an actual position, but is for the purpose of practicing for a job interview.
Qualifications:

· Proficient in Microsoft Office Suite as well as the Internet and Intranet
· Flexible individual who is able to work with minimal supervision or with a team.
· Strong organizational, interpersonal and communication skills
Description of Duties:

· Provide administrative support for General Manager
· Responsible for telephones, pagers, and stationary room
· Event coordination
For more information about this career, please visit the following websites:

· www.jdirving.com


●  http://jb-ge.hrdc-drhc.gc.ca
· your local university site

●  community college site

· private training institute site

In order to have applications considered for the above position, you must have a typed resume and covering letter (addressed to your guidance counsellor) submitted to the Guidance Office by 12 noon March 4th, 2005.  Interviews for this position will take place at JOB FEST 2005 on April 12th.  Winners will receive great prizes as well as great interview experience!  
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