
2009-2010 School Year

Applications are invited for the following... 

.5 fte Purchasing Clerk
Kenora Education Centre 

File #N-0910-16
(17.5 hours per week/12 months per year) 

Rate of Pay ranges from - $18.39/hour to $21.48/hour
Under the direction of the Purchasing and Payables Of� cer or 
designate responsible for purchasing related duties utilizing 
requisitioning, purchasing, student data, and accounting 
software, you will process requisitions, maintain appropriate 
� les, and prepare related correspondence. You will assist in 
developing, issuing, evaluating, and summarizing request for 
quotations and other purchasing projects, respond to inquiries 
from all employees, and will be involved with the public as well 
as stakeholders on a regular basis.

A high school diploma is required, college diploma in a 
purchasing and/or accounting discipline preferred. Equivalent 
quali� cations and/or expertise as determined by the Human 
Resources Manager may be considered.  You have demonstrated 
experience in a Windows environment, are pro� cient with 
Microsoft Of� ce, and are willing and able to acquire skills in 
data base, accounting, and other related software applications.  
Your excellent of� ce/accounting skills, ability to deal with tact 
and sound judgement in oral and written communications with 
staff and the public, and ability to organize and complete work 
assignments with minimum supervision, are complemented 
by the ability to work independently in a team environment.  
Experience in an accounting environment is preferred. 
Successful appointment to this position is dependent upon the 
applicant completing a test to ensure their ability to meet the 
skills required. 

Please forward a covering letter, referencing the File Number, 
along with a resume and the names of three professional 
references (one must be a recent/immediate supervisor), 
along with authorization to be contacted under the terms of 
the Municipal Freedom of Information and Protection of Privacy 
Act, by 4:00 p.m., Wednesday, October 21st, 2009 to: 
Arlene Szestopalow, Purchasing & Payables Of� cer, 
Keewatin-Patricia District School Board, 100 First 
Avenue West, Kenora,  ON  P9N 3Z7  Fax: 807-468-5268  
E-mail: arlene.szestopalow@kpdsb.on.ca

Con� dential information provided by applicants will be used for the 
purposes of this competition only and will be protected in accordance with 
the Municipal Freedom of Information and Protection of Privacy Act.

We thank all applicants; however, only those to 
be interviewed will be contacted.

This board is an equal opportunity employer.

 Keewatin-Patricia
District School Board

 www.kpdsb.on.ca

 Larry Hope, Director of Education Dave Penney, Board Chair


