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 Job Posting: Competition # 2019.005 
 
 

  

Position: Contracts Clerk 

Reason for posting: This position is posted to fill a vacancy 

Location: Abbotsford 

Region: South Fraser – Local 

Term / Status:  Regular/Full time 

Eligibility: Open to internal and external applicants 

Classification/Salary: Clerk 11: starts at $42,655 annually 
  

If you are looking for an opportunity to contribute your experience, knowledge and passion in a 

meaningful way, CLBC is the place for you! 

 

Community Living British Columbia [CLBC] is a crown corporation responsible for arranging supports 

and services to individuals with developmental disabilities and their families. CLBC employees strive to 

live our corporate vision of ‘Lives filled with possibilities in welcoming communities’.  

 

The Role: 

As a Contracts Clerk at CLBC you will prepare, tender for, award, administer and monitor contracts for 

the delivery of CLBC supported services and funding. You will also be responsible for processing 

various administrative and financial documents, inputting system data, providing reception and 

switchboard services, as well as administrative and program support to staff.  

 

Other duties will be provided as required such as maintaining electronic (PARIS) system information 

and organizing files as necessary. You will also provide initial and/or additional information and 

documentation to people with developmental disabilities and their families as required. 

 

This is the role for you if you are an administrative professional that: 

 enjoys working collaboratively;  

 has excellent listening skills;  

 is able to clearly communication to a wide range of individuals;  

 has excellent attention to detail 

 has strong organizational and time management skills; 

 is able to manage several concurrent tasks.  
 

Qualifications: 

Grade twelve diploma or equivalent education and a combination of 3 years clerical/administrative 

support experience, education, and/or training in a financial position (e.g. payroll, accounts payable, 

accounts receivable, bookkeeping).  Strong MS Word and MS Excel skills are a must.  Preference may 

be given to candidates with experience processing contracts.   

 

Benefits: 

As a CLBC employee, you will receive a comprehensive benefits package, including a pension, flex 

days, generous vacation and special leave to attend to personal/family matters, life insurance, and 

salary protection for sick days and if needed, long-term disability. Our development policies and 

programs ensure continuous learning and offer an opportunity for professional development and skill-

building. 

 

Successful applicants are subject to a Criminal Record Check (Criminal Records Review Act). 

 

How to apply: 

Interested applicants are encouraged to email a resume and cover letter quoting competition 

2019.005 in the subject line, to Jaimie Willows at HUCLBC.HumanResources@gov.bc.ca UH 

 

Note:  An eligibility list may be established. 
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Closing Date: January 18, 2019 

 
 

 

 

   

We thank all applicants in advance; however, only those selected for an interview will be contacted. 

Community Living BC is an equal opportunity employer. 


