Posted:  Mar 1
YUKON LEARN SOCIETY
requires the following:

COURSE COORDINATOR - NOC 14100
Wage: $28.21 per hour
37.5hrs per week

Health, Financial and Long-Term Benefits
Duties Include the following:

· Prepare and format page presentation 

· Compile data, statistics and other information 

· Provide general information to clients and the public 

· Order office supplies and maintain inventory 

· Provide customer service 

Education

· Secondary (high) school graduation certificate 

· or equivalent experience
Experience: 1 to less than 7 months 

Computer and technology knowledge

· Database software 

· MS PowerPoint 

· Adobe Acrobat Reader 

· MS Excel 

· MS Outlook 

· MS Windows 

· Electronic mail 

Transportation/travel information

· Willing to travel 

· Valid driver's licence 

Work conditions and physical capabilities

· Attention to detail 

Own tools/equipment

· Computer 

· Printer 

· Internet access 

· Office equipment and supplies 

· Fax machine 
Apply cover letter and resume 
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