
Public NoticeEmployment Opportunity
Beaver Emergency Services Commission (BESC)

Administrative Assistant
Beaver Emergency Services Commission (BESC) provides fire protection and emergency management
services for the Beaver County Region. BESC operates 6 fire stations. The stations are located within each
of the municipalities within the Beaver County Region. The BESC Administration office is located in Viking.

Position Summary
This position is primarily for providing administrative support to the BESC Regional Manager and the
administration team. This position may also provide support to the district fire stations.
Hours of work: 3 days a week Monday, Thursday Friday 7 hours a day
Term of Employment: 6-month term which may be renewed
Pay Scale: To be negotiated
Salary: $15.51-$28.11 per hour
Administrative Duties
· Reception duties – answer phones, manages in-coming and out-going mail, issue fire permits
· Edits, formats, and proofreads documents and presentations.
· Administrative filing, records management, and general office duties.
· Create forms, templates, data bases in Microsoft Word and Excel and Access
· Enter data pertaining to inventory, training records, asset management and incident statistics
· Order office supplies
· Other duties as directed by the Regional Manager.
Working Conditions
· Duties are typically carried out at the BESC office during regular working hours
· Some required duties, such as minute taking will be carried out after regular working hours.
Education
· Administrative Assistant Certificate or equivalent education.
Required Skills
· Intermediate to advanced skills with MS Office products (Excel, Word, Outlook PowerPoint)
· Strong interpersonal, communication and organizational skills
· Ability to multitask and effectively deal with change
· Ability to work independently and as part of a team
· Attention to detail
Minimum Experience
· Minimum of 1 year in a similar role.
Limitations and Disclaimer
The above job description is meant to describe the general nature of the level of work being performed,
including minimum requirements in many cases. It is not intended to be construed as an exhaustive list of all
responsibilities, duties and skills required for the position. Employees will be required to follow other job-relat-
ed duties as requested by their manager.
Ability to commute/relocate:
·  Viking, AB: reliably commute or plan to relocate before starting work (required)
Education: · Secondary School (preferred)
Experience: · Administrative experience: 1 year (preferred)

Interested applicants are requested to submit their cover letter and resume to SLusk@besc.ca.  
BESC thanks all applicants for their interest, however advises that only candidates 

selected for an interview will be contacted.

PROPOSED MATERIAL CHANGE TO
CLAYSTONE WASTE LTD.

MUNICIPALLY-CONTROLLED 
CORPORATION BUSINESS PLAN

Claystone Waste is a municipally-controlled corporation –
controlled by the Towns of Tofield and Viking, the Villages of
Ryley and Holden, and Beaver County.

The Board of Directors for Claystone Waste has undertaken a
strategic planning process and is proposing a material change to its
Business Plan.  This change will enable Claystone Waste to
consider opportunities to diversify its service offerings and develop
new revenue streams.

At the Board’s 2023 Annual General Meeting, the shareholders will
consider amendments to the Business Plan.  If the changes are
accepted, Claystone Waste may proceed with further steps to
acquire other companies, enter into joint ventures, or establish a
subsidiary.

Beaver County Council will be holding a public hearing to give
residents an opportunity to provide input.

The public hearing will be held on April 5, 2023.  Notice of the time
and location will be posted in the Chronicle and on social media in
the near future.

Further information, including the Business Plan and supporting
documentation, can be viewed on the County’s website at
www.beaver.ab.ca or by picking up a copy at the Beaver County
Office.
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