
 
District of Taylor 

Employment Opportunity 
 

Records Management and Coverage Clerk – District Office  
(Part-Time Permanent Position) 

 
Are you a self-starter who likes the challenge of a diverse workload? Do you understand the importance 

of working as a strong team member? The District of Taylor is accepting applications from individuals who 

can provide exceptional service and have a desire to grow within our organization. 

 

Reporting to the Deputy Corporate Officer, the Records Management and Coverage Clerk is responsible 

for working with the District of Taylor internal stakeholders to archive, sort, and maintain historical 

records, and assist in the planning, development, and reorganization of the District’s current physical 

and electronic file systems.  The Records Management and Coverage Clerk is also responsible for 

supporting customer service activities and will train as back-up for position coverage to provide general 

administrative support to District of Taylor departments as required.  For the complete job description 

and more information about Taylor, BC check out www.districtoftaylor.com. 

 

The successful applicant will have strong interpersonal, customer service, organizational, time 
management, written and verbal communication skills, have a strong independent work ethic, the ability 
to work effectively under pressure and adapt to changing priorities and deadlines, the ability to work with 
a diverse group of people, and have excellent computer skills including advanced familiarity with MS 
Office programs with the ability to learn new software.  Knowledge of the Local Government Management 
Association’s Records Management Manual would be considered an asset.  
 

This position is part-time at 26 hours per week and will offer flexibility when scheduling working hours 

between 8:30 a.m. – 4:30 p.m., during a Monday to Friday work week.  The District of Taylor offers a 

competitive wage which is dependent on a combination of the successful applicant’s education and 

experience and will include an exceptional benefits package.  The incumbent must have the ability to 

travel to multiple working locations within the District of Taylor, will be expected to sign a confidentiality 

agreement, and provide a clean criminal records check. 

 

With your resume, please provide a cover letter that articulates how you meet the qualifications provided 

in the job description. Submissions will be received until Friday, May 20, 2022 at 4:30 p.m. local time. 

 

Please address your application to: 

Lisa Ford 
Deputy Corporate Officer    Email: lford@districtoftaylor.com  
Box 300        
Taylor, BC V0C 2K0     Fax: (250) 789-3543 
 
While the District appreciates all applicants, only those short-listed will be contacted. 

http://www.districtoftaylor.com/
mailto:lford@districtoftaylor.com







