Bl Do oo Statement of Merit Criteria and Conditions of Employment

Selection process number: 034-RL-07-26

Position title: 3182-RL-109-F Common Services Assistant- Safety Officer Assistant
Classification: LEA-2

Organization/Unit: TFL Headquarters

Location: Riga, Latvia

(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/high school diploma OR relevant professional experience, usually gained over two years, providing
administrative support in an office environment.

- Experience using Microsoft Office applications (e.g. Excel, PowerPoint, Word and/or Outlook) or equivalent. Equivalent office
applications are defined as Google: Sheets, Slides and Docs OR Apple: Numbers, Keynote and Pages.

- Experience providing administrative or financial support services in an office environment (including any of the following tasks:
data entry, maintaining electronic records, filing, processing documents/forms, managing diaries/agendas etc, responding to
emails etc.)

. Client service orientation

. Reliability

. Attention to detail

. Discretion

. Flexibility

. Ability to work independently
. Teamwork

~NO OB~ WNPE

- Ability to communicate effectively orally AND in writing

Official language proficiency: English Essential

Other official language information: Asset: Latvian

Asset qualifications

-Secondary school diploma or an acceptable combination of education, training, and experience relevant to occupational health
and safety.

-Experience applying workplace safety procedures, policies, or regulations.

-Experience providing client or customer service/support in an office or service delivery environment

-Experience interpreting and applying policies, procedures, directives, or legislation in support of a program or service

-Ability to communicate orally and/or in writing in Latvian

Operational requirements

- Depending on work requirements, hours of work may vary from time to time.
- Willingness and ability to complete mandatory education/training relevant to the position, and maintain the relevant
certification throughout the duration of employment.

Organizational needs

For operational or unforeseen business reasons, employees must be willing and able to work from home, if requested to do so
by their supervisor

Conditions of employment

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

Other conditions of employment

Must maintain a valid Canadian driver's licence and/or a valid Latvian driver's licence for the duration of employment and be
legally authorized to operate a motor vehicle in Latvia.

DND 2432-E (11-2006) CLF 2.0 Formulaire disponible en Frangais - DND 2432-F Design: Forms Management 613-957-6899 / 613-957-6906



	Asset qualifications: -Secondary school diploma or an acceptable combination of education, training, and experience relevant to occupational health and safety.
-Experience applying workplace safety procedures, policies, or regulations.
-Experience providing client or customer service/support in an office or service delivery environment
-Experience interpreting and applying policies, procedures, directives, or legislation in support of a program or service



-Ability to communicate orally and/or in writing in Latvian
	Operational requirements: - Depending on work requirements, hours of work may vary from time to time.
- Willingness and ability to complete mandatory education/training relevant to the position, and maintain the relevant certification throughout the duration of employment.
	Organizational needs: For operational or unforeseen business reasons, employees must be willing and able to work from home, if requested to do so by their supervisor
	Other official language information: Asset: Latvian
	Essential qualifications: - Completion of secondary/high school diploma OR relevant professional experience, usually gained over two years, providing administrative support in an office environment.
- Experience using Microsoft Office applications (e.g. Excel, PowerPoint, Word and/or Outlook) or equivalent. Equivalent office applications are defined as Google: Sheets, Slides and Docs OR Apple: Numbers, Keynote and Pages.
- Experience providing administrative or financial support services in an office environment (including any of the following tasks: data entry, maintaining electronic records, filing, processing documents/forms, managing diaries/agendas etc, responding to emails etc.)

1. Client service orientation
2. Reliability
3. Attention to detail
4. Discretion
5. Flexibility
6. Ability to work independently
7. Teamwork

- Ability to communicate effectively orally AND in writing
	Selection process number: 034-RL-07-26
	Position title: 3182-RL-109-F Common Services Assistant- Safety Officer Assistant
	Classification: LEA-2
	Organization/Unit: TFL Headquarters
	Location: Riga, Latvia
	Text Field0: 
Must maintain a valid Canadian driver's licence and/or a valid Latvian driver's licence for the duration of employment and be legally authorized to operate a motor vehicle in Latvia.
	Text Field1: 


