
RECEPTIONIST - Part-Time (3 days per week) 

Achieve a superior work life balance with this rare part-time job share opportunity!  Lacombe County is looking for a 

talented Receptionist to join our team on a job share basis working 3 days per week (0.6 FTE), 8:30am - 4:30pm in a 

temporary part-time position. 

As the first impression of Lacombe County, this position is responsible for performing central reception duties,   

providing administrative support to various departments, and for assisting with job costing and accounting functions.   

A snapshot of what you will do: 
- Assist ratepayers with inquiries in a professional and timely manner (directly in person and over the phone); 

- Provide a high level of customer service while operating the telephone switchboard; 

- Process incoming and outgoing mail; 

- Process payments (including taxes and utilities) received by mail, over the counter and on-line;  

- Prepare invoices for tax certificates and tax searches; 

- Provide various administrative services to other departments as required (filing of documents, laminating,          

maintaining the office supplies, etc.). 

What you will bring: 

- Excellent customer service skills; 

- Strong verbal and written communication abilities; 

- Strong proficiency in Microsoft Office applications; 

- A skillful focus on accuracy while performing data entry; 

- A/R invoicing experience is an asset; 

- Previous experience in a similar setting is an asset; 

We’re looking for someone who has a passion for providing superior service in an engaging manner and helpful      

approach, who has demonstrated computer abilities with MS Office, who is organized, and who is reliable. 

What does Lacombe County have to offer? 

Lacombe County is comprised of several picturesque lakes, golf courses, campgrounds and bike trails along with a 

beautiful office that boasts views of the rich farm land and bright blue Alberta sky.  We have a comprehensive group 

health and dental package, a flex time program with your family and lifestyle in mind, social activities, professional 

development opportunities, and a great work environment.  This temporary position may lead into a permanent     

position. 

Please forward your resume, cover letter and wage expectations by October 6, 2014 to: 
E-mail: hr@lacombecounty.com | Fax: 403.782.3820 | www.lacombecounty.com  

We thank all applicants for their interest; however, only those invited for an interview will be contacted.   
Please note - all applicants must be legally entitled to live and work in Canada. 
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