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  Counselling Services of Belleville & District






12 Moira Street East, Belleville, Ontario K8P 2R9






Phone (613) 966-7413      Fax (613) 966-2357







Email: csbd@csbd.on.ca  Website: www.csbd.on.ca
COUNSELLING SERVICES OF BELLEVILLE AND DISTRICT

Requires an

Office Administrator
Counselling Services of Belleville and District is a non-profit community based human service agency serving children, adults and their families in a tri-county area surrounding Belleville, Ontario.  CSBD is currently seeking an Office Administrator.

Applicants must be able to independently manage a busy, multiple-task office environment.  The ability to manage a six-line telephone system, file and document management, and database maintenance will be required.  The incumbent will also be required to provide administrative support to all programs within CSBD and provide Intake and billing support to the Individual, Marital and Family Counselling Program.  Data input to assist the finance department will also be required. 
Applicants must have training and experience in office administration including reception, secretarial services including scheduling, data input and compilation.  Excellent working knowledge of Microsoft Office 10 is required.  Demonstrated knowledge of computer networks and office equipment is essential.  Awareness of community social programs and experience working in a medical and/or social services agency will be definite assets. 

Qualified applicants should submit their resume by March 8, 2021:

Executive Director
Counselling Services of Belleville and District

12 Moira Street East

Belleville, ON  K8P 2R9

FAX: 613-966-2357

Phone: 613-966-7413

www.csbd.on.ca
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