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SUMMARY

Under the supervision of the'LocaI Information Officer operates the filing
system of the Public Affairs Section; operates a system of f11m dlstr1but1on

to borrowers; and performs other duties.
DUTIES

(1) Operates the filing system of the Section by:

- channelling incoming correspondence and newspapers to
specified officers, and preparing outgoing mail,

- keeping files in the appropriate physical condition and
~ creating new files as required,

- maintaining an inventory of stored information material.

(2) Qperates a system of film distribution to borrowers by:

.-.keep1ng records. of approx1mate1y 1200 f11ms, according to
the established procedure of the c1rcu1at1on of film
prints,

- making minor repairs to films and by arranging for major
repairs through other staff of the post or through a
commerc1a1 agency, .

- providing_maintenance of film projector and other
equipment, . _

- withdrawing and destroying films as instructed,

- preparing quarterly reports for the Information Divison of
External Affairs and the National Film Board with the help
of the Local Information Officer,

- receiving te]ephone calls and recomnendlng or reserv1ng
films required. L
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