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  Employment Opportunity


Position: 		Corporate Services Student (1)		
Department: 	Corporate Services Department
Reporting To:	Manager of Information and Customer Services/Deputy Clerk
Work Hours:	35 hours per week, Monday to Friday
Duration:		May 4, 2026, to August 28, 2026
Hourly Rate:	$18.07-$19.59 per hour based on education and experience 
	
JOB SUMMARY:

Under the general supervision of Manager of Information and Customer Services/Deputy Clerk, the Corporate Services Student will provide administrative support relative to operations and will become an integral part of South Stormont’s customer service, operational and administrative functions.

PRIMARY DUTIES:

Duties will include customer service and reception, as well as contributing to the overall operations of the Corporate Services Department. This may involve community engagement activities, supporting municipal election preparations such as maintaining voters lists and assisting with inquiries, contributing to records management and program implementation, and assisting with policy research. The candidate will also scan and integrate paper files into the Township’s IT systems.

KNOWLEDGE, SKILLS AND ABILITIES: 

· Currently enrolled or recently graduated from a post-secondary education program.
· Valid Class “G” Ontario Driver’s License. 
· Strong interpersonal and customer service abilities.  
· Clear and professional verbal and written communication.  
· Excellent keyboarding and computer skills along with a working knowledge of Word, Excel and Outlook and SharePoint software.
· Demonstrated positive and professional demeanor.

For more details and to apply online, please visit the Careers page of our website at www.southstormont.ca/careers.  Qualified persons are invited to submit their resume and cover letter through the online application process. Applications will be accepted until January 15, 2026.
 
The Township of South Stormont is committed to creating and maintaining a workplace that is welcoming, inclusive, and barrier-free. Accommodations in accordance with the Ontario Human Rights Code and applicable legislation are available throughout all stages of the recruitment process. Applicants are asked to make their needs known via email at jobs@southstormont.ca. Personal information collected under the authority of the Municipal Act and will be used to assess eligibility for potential employment. Questions about this collection of personal information should be directed to Human Resources. 
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