
JOB OPPORTUNITY 

Posting # 

_____ 
PLEASE QUOTE JOB POSTING # IN THE  SUBJECT LINE 

When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in 

connection with your application may be sufficient cause for dismissal.  

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for 
an interview. 

Click APPLY and attach an up to date Cover Letter and Resume. 

POSITION:    

REGION:

HOURS OF WORK:

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative organization committed 
to a vision of promoting a welcoming community.  As a leader in the field, Community Living Toronto offers supports to over 6,000 
individuals within an intellectual disability as well as support to their families, including residential and day support, assistance with 
employment, community support, early childhood services and respite.

JOB SUMMARY:

RESPONSIBILITIES:

QUALIFICATIONS:

ashley.lawrence
Rectangle

mailto:careers@cltoronto.ca

	Untitled

	Posting: E22-151
	Qualifications: High School diploma plus one year of post-secondary education in office administration or a related discipline. A minimum 1 – 3 years of related experience providing administrative support.  Knowledge of purchasing policies and procedures. Proficiency in computer software including Microsoft Office (Word, Excel, Outlook). Advanced keyboarding/data entry skills. ERP and switchboard experience an asset. Candidates must pass a medical and be free of contagious disease in accordance with applicable regulatory requirements and maintain appropriate immunizations, including providing proof of full vaccination against COVID-19 (including any recommended boosters/additional doses), subject to required human rights accommodation.  Should a candidate be unable to vaccinate for bona fide human rights related reasons as protected by the Ontario Human Rights Code, Community Living Toronto will assess whether or not accommodation is possible without undue hardship based on the obligations of this position.
	Job Summary: The Purchasing Clerk is responsible for providing assistance to the Purchasing Assistants and the Purchasing Coordinator in supporting the overall operation of the Purchasing department. Supports initiators of requisitions as needed. Provides clerical support to the Purchasing department.
	Responsibilities: Purchasing 
• Performs data entry and processing of purchase orders into PeopleSoft.
• Validates and follows up with supervisors to ensure accurate information on requisitions.
• Enters purchase orders in PeopleSoft for processing.
• Communicates with vendors to ensure receipt and accuracy of the purchase orders.
• Provides support to supervisors/staff to use ERP system

Clerical and Administrative Support
• Maintains filing system for purchase orders and assists in matching packing slips and invoices.
• Provides coverage for switchboard and reception as needed.
• Handles courier and mail activities for the department.
	Position: PURCHASING CLERK

	Region: [Corporate]
	APPLY2: 
	Hours: 37.5 per week


