Bl Do oo Statement of Merit Criteria and Conditions of Employment

Selection process number: 019-GR-02-24

Position title: Administrative Clerk

Classification: C4 (15.41 EUR per hour)

Organization/Unit: Canadian National Support Element Ramstein
Location: Ramstein Germany

(Candidates interested in this position are required to first apply to the RCPO Inventory https://dnd-mdn.hiringplatform.ca/processes/109368-rcpo-inventory?locale=en

Essential qualifications

Completion of secondary education or an equivalent combination of education, training and/or experience*

*An equivalent combination of education, training and/or experience is defined as two years’ secondary education and
experience, usually gained over two years, working in an office environment

Experience providing administrative support services in an office environment
Experience using Microsoft Suite (e.g. Excel, PowerPoint, Word, Publisher, and Access)

Client service orientation
Teamwork

Discretion

Reliability

Interpersonal Skills

Ability to work independently
Ability to communicate effectively orally
Ability to communicate effectively in writing

Official language proficiency: English Essential

Other official language information:

Asset qualifications

Experience providing client service

Experience in financial administration

Experience in interpreting and applying policies, procedures, directives or legislations for relevant manager, program or client
Experience using an electronic records management system (e.g. SharePoint)

Experience in using financial and/or accounting systems such as SAP, STAR, DRMIS or other

Experience working with, and reconciling travel claims

Ability to communicate effectively orally in French

Operational requirements

Organizational needs

Depending on work requirements, hours of work may vary from time to time
Vacation will be approved in consequence and may be scheduled in advance and/or staggered by management in order to
ensure that the office remains open and operations are uninterrupted

Conditions of employment

Reliability and security: | Must be able to obtain and maintain a Reliability Status

Other conditions of employment
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