
   

RECREATION DEPARTMENT 
 

EMPLOYMENT OPPORTUNITY  
 

Casual Customer Service Clerk – Recreation Department  
 

The Town of Hay River is accepting applications for the position of casual Customer Service Clerk 
in the Recreation Department.   
 
JOB SUMMARY 

 

The position of Customer Service Clerk reports directly to the Recreation Programming Supervisor 
and works to provide excellent public service to users and members of the public who contact the 
Town or make use of the Hay River Recreation Centre. The incumbent provides competent 
administration and organizes various programming/booking requests from the public efficiently and 
effectively. The CSC role also receives and processes payments. 

 
Education and Experience 
 

• Completion of a high school diploma and relevant experience in an office environment.  
Equivalencies will be considered; 

• Experience using Microsoft Word and Excel; 
• Experience using various social media platforms; and 
• Basic graphic design tools (i.e. Canva, MS Publisher, etc.) 

 
Compensation: 
 

• The wage is $23.41 per hour with 5% vacation added 
• The employee will have free use of various programs and services offered at the Hay River 

Recreation Centre. 
 

**  The successful applicant will be required to provide a satisfactory Criminal Records  
      

Applicants must include a detailed resume and cover letter, which can be submitted in person or 
through email. 

 

Human Resources Department 
Town of Hay River 

100 - 62 Woodland Drive 
Hay River, NT 

 X0E 1G1 
 

email: humanresources@hayriver.com 
 
 

Please submit your resume and cover letter no later than July 3, 2026 

mailto:humanresources@hayriver.com

