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Community Living Prince Edward is a not-for-profit FOCUS accredited organization which advocates for children, youth and adults with an intellectual disability and their families.  We exist to facilitate the full participation, inclusion and citizenship of people with an intellectual disability in the life of the community. We currently have an opening for a: 

RECEPTIONIST – up to 12 month contract
The receptionist will be responsible for answering incoming phone calls, printing and distributing documents, COVID screening requirements for some employees and contractors as necessary. In addition, the receptionist will be responsible for mail and package distribution, making courier arrangements, photocopying and faxing documents as required and posting mail via Canada Post.
The successful incumbent will be well versed with the Microsoft office platform, and especially word, excel, powerpoint, and one-note, demonstrated strong organizational skills and have the ability to meet the physical demands of moving packages up to 20 lbs. in weight. 

The successful incumbent will be a graduate of a Business Administration program and have at least 24 months experience in an administrative/ reception role.

You must have a full G license, and access to a reliable vehicle, and you must also present with a clear CPIC and vulnerable persons screening.  The successful candidate must
present documentation that demonstrates meeting the current definition of being fully vaccinated against COVID-19.

A negative COVID-19 test will be required before commencement of employment.

If you share our commitment to the provision of responsive and flexible person-centered services, within a work environment which fosters positive labor relations, and strong community partnerships we invite you to submit your resume and cover letter by January 31st,  2022
Human Resources
67 King Street, , Unit #1
Picton, Ontario, K0K 2T0
E-mail:   roxanne.bird@clpe.on.ca

Community Living Prince Edward is committed to developing inclusive, barrier-free selection and appointment processes and work environments. If contacted in relation to this process, please advise human resources of your need to accommodation measures which must be taken to enable you to be assessed in a fair and equitable manner.
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