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 Contact North I Contact Nord has an immediate opening for a professional with customer service 
experience for the following position:  

 

 

Client Services Officer – Bilingual  
Sudbury Operation Centre  

Competition #19-44-SOC 
 

 

 

What We Do 

 
Contact North | Contact Nord helps  underserved Ontarians in 600 small, rural, remote, 

Indigenous and Francophone communities get jobs by making it possible for them to access 

education and training without leaving their communities  
 
 

What you do as a member of our team:   
 

Reporting to the Director, Operations & Development, the Client Services Officer has the 

following deliverables 

 

 Delivering support services to students, colleges, universities and other training 

providers and clients   

 Support the operations and coordination of the web conferencing platform  

 Coordinating all conference Bookings and details for meetings and exams 

 Providing administrative and customer service support as assigned 
 

 
 

What you need to be successful:   
 

 Related post-secondary diploma or certificate in Administrative Assistant or Office 

Administration 

 3 to 5 years experience in an office setting 

 Fluently bilingual (English/French), both oral and written, at an advanced level 

 Superior customer service and communication skills 

 Energetic, self-starter with a capacity to thrive in a fast-paced, multi-tasking office 

environment 

 Emphasis on attention to detail in regards to proofreading, data entry and checklists  

 Strict adherence to standardized policies and procedures 

 Meet short deadlines by being able to prioritize and adapt  

 Intermediate/advanced Microsoft Office Suite skills 
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Contact North | Contact Nord provides: 

 

 A dynamic and friendly work environment where employees have an opportunity to 

do meaningful work and grow 

 Advancement opportunities across Ontario 

 The opportunity to contribute to our mandate to help Ontarians get the education and 

training they need for future opportunities  

 Full-time appointment with 35 hours per week. Hours are mainly daytime; however, 

flexibility to accommodate sporadic evenings and weekends is required 

 An attractive compensation package: 

 $17.24 per hour starting wage  

 Competitive full-range benefits package 

 Employer/Employee Group RRSP with matching contribution plan of 6% each 

 15 days of accumulated paid vacation annually  

 

 

How to apply:  

 

 This position is open until filled 

 Submit to resumes@contactnorth.ca with a cover letter and resume in both French and 

English  

 Include at least two employment references  

 Quote Job Competition number #19-44-SOC in the subject line of the email  

 

Contact North I Contact Nord is an equal opportunity employer. Upon request, 

accommodations due to a disability are available throughout the selection process.  
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