Village of Macrorie
Phone: 306-243-2010
vmacro@sasktel.net

OFFICE ASSISTANT EMPLOYMENT OPPORTUNITY

The Office Assistant will work closely with the Chief Administrative Officer (CAO) and provide
administrative, financial and customer-service support for the day-to-day operations of the Village.

Responsibilities include, but are not limited to:

e Providing front-office customer service and responding to general inquiries;

e Preparing correspondence, filing, data entry and maintaining municipal records;

e Assisting with accounts payable and accounts receivable;

e Processing utility and tax payments and issuing receipts;

e Assisting with utility billing and tax certificates;

¢ Maintaining accurate financial records and supporting audit preparation;

e Assisting with general ledger entries and journal postings;

o Assisting with the preparation and distribution of Council information and correspondence;
e Updating information on the Village’s website and other communication platforms; and

e Performing other duties as required to support the operation of the municipal office.

The successful applicant will be friendly, dependable and organized, with strong attention to detail and
the ability to work independently while also contributing positively as part of a team.

Preference will be given to applicants who possess:

e Excellent written, verbal, interpersonal and organizational skills;

e Strong customer-service skills and a professional, courteous manner;

e Experience with bookkeeping, accounting or office administration;

e Proficiency with Microsoft Office, including Word, Excel and Outlook;

e Experience with Simply Accounting or other software considered an asset;

e Strong problem-solving and basic computer troubleshooting skills;

e The ability to prioritize tasks and manage multiple deadlines;

e A high degree of accuracy and attention to detail;

e The ability to maintain confidentiality regarding municipal, financial and personnel matters;

e A cooperative, team-oriented approach and willingness to assist wherever needed in a small
municipal office; and

e Must be bondable.

This is a permanent position, 2 days per week, wage commensurate with qualifications and experience.
Interested applicants are invited to submit a cover letter, detailed resume, three references, and wage
expectations.

Please submit applications by email to: vmacro@sasktel.net
Subject: Office Assistant Application

Applications will be accepted until 4:00 p.m. on October 20, 2026.

The job posting will remain open until a suitable candidate is found.
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