
 

 
Short-Term Contract Opportunity 

November 4 2019 – January 31 2020 
Data Entry Clerk 

 
The Primate’s World Relief and Development Fund (PWRDF) is the Anglican Church of Canada’s agency 
for sustainable development and relief. Through the support of Anglican parishes across Canada, PWRDF 
makes financial and human resources available to partners around the world working to improve health, 
food security and livelihoods for vulnerable people.  
 
We are seeking a detail-oriented Data Entry Clerk to join our team for a 3-month contract position 
(November to January). This position requires an onsite commitment of 3 days per week in November 
and 5 days per week in December and January.  
 
Tasks 

 Entering and updating information in to Great Plains Dynamics (DP) 

 Print, collate, and mail receipts, promotional items and other information to donors in a timely 
manner 

 Communication with the team regarding concerns or errors encountered 

 Other tasks as required 
 
Qualifications 

 Good command of English. 

 Strong interpersonal and communication skills. 

 Ability to prioritize tasks 

 Strong team player 

 Special attention to detail 

 Ability to concentrate for lengthy periods and perform accurately with adequate speed. 

 Fast typing speed (min. 55 words per minute) with high accuracy 

 Experience in data entry, specifically with processing donations 

 Strong computer skills including an intermediate understanding of Microsoft 365 (Word, Excel, 
Outlook) 

 Familiarity with Great Plains or other financial management software is an asset 

 Must be highly motivated, detail oriented, organized and posses the ability to work 
independently with minimal supervision. 

 A police criminal record check is required for this position.  
 
Hours:  Monday – Friday from 8:45 am to 4:45pm (excluding the week between Christmas and New 

Years). This position requires an onsite commitment of 3 days per week in November and 5 
days per week in December and January. 

  Start date:  November 4 2019 
  End date:    January 31, 2020 
 
Pay:  $17.50 an hour 



 

Apply:  
Interested applicants should submit a resume accompanied by a letter which details their experience 
and the reason for their interest in effectively carrying out the responsibilities of this position. 
Applications should be submitted by 5 pm on October 23, 2019 to the following: 
pwrdf_careers@pwrdf.org.  
 
We thank all applicants for their interest, but only those selected for an interview will be contacted. 
PWRDF is an equal opportunity employer and strives to ensure that its hiring process meets the needs of 
all persons with disabilities. As such, PWRDF will provide reasonable accommodation for any applicant, 
as requested during the hiring process. 
 
PWRDF seeks to fully integrate the principles of Employment Equity and will ensure the full participation 
and advancement of members of historically disadvantaged groups (i.e., members of visible minorities, 
persons with disabilities, women, and aboriginal peoples). PWRDF will achieve this by ensuring that its 
hiring process is fair and equitable for all persons.  
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