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office manager

Posted by K P Accounting

Posting Date : 01-Oct-2025
Closing Date: 30-Mar-2026
L ocation : Edmonton

Salary : $36.00 hourly / 35 to 40 hours per week Per Week

Job Requirements

e Education: Secondary (high) school graduation certificate
L anguage: English

Y ears of Experience: Fresher (lessthan 1 year)

Vacancy: 1

Job Type: Full Time

Job ID: DISJ6805861

Job Description:

Locati on: 9133 35 Ave NW Ednonton, AB T6E 5Y1
Wrk |ocation: On site
Sal ary: 36.00 hourly / 35 to 40 hours per week



Ternms of enploynent: Permanent enploynent, Full tine

Enpl oynent Condi ti on: Eveni ng, Morning, Day

Enpl oyment G oups: Support for persons with disabilities,
Support for newconers and refugees, Support for youths, Support
for Veterans, Support for I|Indigenous people, Support for mature
wor kers, Supports for visible mnorities.

Starts as soon as possible

Vacanci es: 1 vacancy

Overvi ew

Languages: Engli sh

Educati on: Secondary (high) school graduation certificate
Experience: 7 nonths to less than 1 year

On site: Work nust be conpleted at the physical |ocation. There
is no option to work renotely.

Responsibilities

Tasks

Establish work priorities and ensure procedures are foll owed and
deadl i nes are net

Carry out adm nistrative activities of establishnent

Adm ni ster policies and procedures related to the rel ease of
records in processing requests under government access to

i nformati on and privacy | egislation

Co-ordinate and plan for office services such as accommodati on,
rel ocation, equipnent, supplies, forns, disposal of assets,
par ki ng, mai ntenance and security services

Assist in the preparation of operating budget and maintain

i nventory and budgetary controls

Assenbl e data and prepare periodic and special reports, manual s
and correspondence

How to apply

By email: kp84984454@muail . com

By mail: 9133 35 Ave NW Ednonton, AB T6E 5Y1

Job Location: 9133 35 Ave NW Ednonton, AB T6E 5Y1

Enpl oyer: K P Accounti ng

To apply for thisjob vacancy, please send your resume along with a cover letter and arefrence
letter from your previous employer to the following email: kp84984454@gmail.com
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