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SESS.ZZ„,„»,.«•» I personnel amt «m""| A A
location: Mississauga, Evans-Homer Ave., Rexdale, All personnel functions, screening, interviewing and
Dovercourt-Queen maintaining of hourly employee records, Company group
COLLECTIONS CLERK — REXDALE $150. insurance, OHIP, etc. Rexdale-Martin Grove area. ^«nmM
Must be experienced in Customer Service/Col lections^ ^oo^co^ohat io*tnrw
gSteSW company provide* CREDIT & COLLECTIONS $ OPEN W «Lo7llm MANUFACTURERS OF BUSINESS

ACCOUNTING CLERK/SUPERVISOR - EVANS AVE. $180. 35 Years experience in Credit & CollectiorarSupervising F0RMS HAS THE FOLLOWING EMPLOYMENT OPPORTUNITY
Must be experienced in all aspects of Accounting plus A/R plus handling credit correspondence. Car an asset. AVAILABLE AT OUR TORONTO (EGLINTON-WESTON RD.) LOCATION
supervisory Belfield-Martin Grove area.
JR. SALES SECRETARY - QUEENSWAY $135.
’correspondenceandquotatiora’etc DICTA SECRETARY $175- lllllinr Plprlf

1 Airport area, 4 day week — figures plus typing. 2 Bloor- Secretary to Marketing & Advertising Managers. Well J U 111 w I W I w I W
Eastta - policy typists, insurance background an asset organised, efficient, mature person with ability to use For ^ Conlrol t0 type technical

STOCK CONTROL TYPIST - REXDALE *150. own ,nlUatlve Lakeshore-Browns Line area. reports anrMile Department data reports, etc.
Duties include invoice typing, checking stock levels, etc.
JR. EXEC. SECRETARY — REXDALE J165. CLERK TYPIST $150. To successful applicant we offer good Company benefits

T°P be"e tS *175. Kardex and inventory control experience. Typing and competitive salary range.

McBee system - must be experienced. monthly reports and maintaining stock checks. Rexdale- ___ _________________ _ .
Kipling area. FOR INTERVIEW APPOINTMENT CALL

CALL CATHY WHITE ^

12« i.ii.rt.. f 5E3fc ggk "• 762-8121 Ext. 265
ilSnrt.NS.b..,) |Mk/S 231-7284 i- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - ,«

ooq o71fi K J REAL ESTATE SECRETARY
239-2716 _J L__------------------------- 109 Rexdale Blvd.

KEYPUNCH OPERATOR SECRETARY ^
u_ w ImXJf 11 La I il 111 duties, excellent working conditions, good starting salary

and generous fringe benefits.

Z'29 aeriCal d““P— required immediately. Confidential For Appointment Please Call
elude coding and editing. Secretary to President and Vice President of expanding uicc DROOK

medium sized Company. Some reception duties. Typing 
97 $\ 9 3 fi fi accuracy rather than speed and thoughtful application to <j

the Company’s interest are prime requisites. Excellent viUi
— ifl ICO ICO AI IP A fringe benefits and conditions. Location: Dixie & fjSIIlilfc

MldOlooAUuA Matheson — , -j- . ■ ■W* PERSONNEL | Telephonete.1050 [Canada Trust iw J ]

SECRETARY- ------ - - ™ay
STENOGRAPHER Invoice Typist Bioor-ishngton Subway

* ■ Well-established import/export Company with 8 person
. - ■ 1 W \ office seeks for immediate opening:
(AirpOrt Ar63 ) Two yrs. office experience for small office. Good Com-
' r ' pany benefits. Hwy. 427 & Queensway area. Person who thrives on details, is good with figures and is

POSITION: Well qualified secretary-stenographer for two capable of working with little supervision,
offices of a Consulting Engineering Firm. . OCE OCQA
DUTIES: Handle phone calls and mail; travel reservations; £3D-ODoU Job involves typing, handling shipping and customs
general office duties. Shorthand required. documents, expediting, invoicing, keeping inventory
BENEFITS: Company paid fringe benefits; flexible hours; records, etc.
pleasant environment in modem single storey office . _ —. . a|
building; free parking. LaFTailCe TCXtl^S ^

APPLY FOR INTERVIEW BY PHONING ^ | AtoffljC Ave ToKrOntO Salary up to woo monthly depending on qualifications.

Mrs. Chalmers - - - - - - - ------------------- ------ telephone mr. buchanan ‘
at 678-9450 . . m , T . .__________________ Junior Clerk Typist 233-5861

m— m p nw* n m Required by Manufacturing Firm to type production
^ !■ I ULT Q U V orders and perform other related clerical duties. Perma- AiiPTAlirD CrniflPrQ I |\ J nent position, good salary and working conditions. IsUblUMtK otKVIUt

CONTACT OFFICE MANAGER DEPARTMENT ASSOCIATE
Must be able to organize time and work load and work Responsible, hard-working person with grade 12 educa-
with a minimum of supervision. Accuracy with figures ^ 625,,5294 bon. Order desk and telephone duties are important Job
and good typing a necessity. Shorthand a definite asset functions. Accurate typing 50-55 wpm is a necessity. Hwy.
but not essential. Usual Company beneflts and profit pQp APPOINTMENT 27 an<* area’

I------------------------------------------------------------------------------------- 1 For appointment call

Please Phone , * NCR 160 personnel department


