BUILD A CITY.
BUILD A FUTURE.

RECORDS CLERK 2 - AUXILIARY

Looking for a great place to work where your contributions are valued and you can help make a difference in a city of vibrant
communities? This is an incredible opportunity to work for one of BC's top employers for six consecutive years and to
contribute to the exciting evolution of the City of Surrey!

The Surrey RCMP Detachment has an opening for Auxiliary Records Clerk 2 positions. The Records Clerk 2 is responsible for a
wide variety of clerical and data entry duties within the RCMP Records Division.

RESPONSIBILITIES
e Review, enter, modify and remove information from files using the RCMP Electronic Data Systems

e Be responsible for filing, scanning, creating correspondence and providing information to other staff in regards to information

contained in the RCMP Electronic Data Systems.

e Require to be working rotating shifts, including weekends, evenings, graveyards & statutory holidays. As well as pre-scheduled

hours, you may also be required to be on-call 24/7

QUALIFICATIONS

Completion of Grade 12, supplemented by one year’s experience and training in a computerized office environment
An accurate typing speed of 45WPM and be highly efficient and detail orientated

The completion of the RCMP Reliability Security Clearance

This position requires completion of an RCMP Reliability Security Clearance.

Successful applicants must provide proof of qualifications.

Integrity - Service - Teamwork - Innovation - Community
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meaningful work to drive our city - and their careers - forward. ] SU RREY
Apply online at www.surrey.ca/careers S e huurelives here.

Help us build a world-class city. We are hiring talented innovators seeking .
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