
Permanent Part-time 
Reception/Data Entry Clerk 

Malahat, S. Vancouver Island, BC 
 
 
 
Emcon Services Inc.is a proud Canadian based company with over 30 years of success as an interprovincial Road 
and Bridge Maintenance Contractor.  We currently have an opportunity for an enthusiastic individual to join 
our team as Reception/Data Entry Clerk at our Ark Road office, supporting the South Island SA01 Division.    
 
 

ü Are you a strategic thinker? 
ü Do you enjoy the challenges of a fast 

pace ever changing environment? 

ü Above average interpersonal skills? 
ü Enjoy working as a team member? 

 
If you answered yes, we want you to join our team! 

 
Emcon Services Inc., a Road and Bridge Maintenance Contractor is seeking applications for a Receptionist/Data 
Entry Clerk position in our South Island office.  The main function of this position will be to provide general 
office clerical duties such as typing, data processing, filing, telephone reception and client/customer referrals, 
etc. This position requires above average attention to detail, accuracy and confidentiality while assisting within 
the financial aspects at the Division office.  
 
This position also requires an individual who can handle multiple priorities and deadlines in a busy and complex 
office environment, as well as, possesses excellent verbal and written skills, be well organized, have efficient 
data entry skills and solid computer experience/knowledge.  Experience with Microsoft Office (Excel, Word, 
Access, Explorer Contract Manager) would be an asset. 
 
This is a permanent part-time year round position (32 hours/week) and the hours of work will be determined 
at point of hire. 
 
Emcon Services has the following conditions of employment: satisfactory drug pre-screening and Driver’s 
Abstract.  Qualified applicants are encouraged to forward their resume and covering letter to: 
HR@emconservices.ca or fax to (250) 378-4106 

Emcon Services Inc. is an equal opportunity employer.  We thank all candidates for their interest, however, only those 
selected for interview will be contacted.   


