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RCM Examinations, the music examinations division of The Royal Conservatory of Music, conducts more than 100,000 music examinations per year at more than 300 centres across Canada through a College of Examiners comprising 350 distinguished musicians and music teachers.  The organization offers a full-time one-year contract employment opportunity in a dynamic and team-based environment.

Candidate Services Representative 
(Summer Student Position – Approx. 4 Months)
This is a support position reporting directly to the Marketing Manager, and involves working both independently and in support of senior staff.  As a member of the Marketing Team, the team member is responsible for the company’s front-line interactions with customers.

Key activities will include:

· front desk reception /switchboard duties: fielding customer phone/fax/mail inquiries 

· responding to and delivering various services, such as, requests for transcripts, duplicate certificates/diplomas, examination postponements/cancellations, transfer of credits, promotional materials
· managing the production of various communications pieces, such as brochures, posters, and a newsletter for teachers

· clerical duties such as: filing, creating promotional packages, and data entry

Candidates should possess the following: 

· experience in a customer service environment
· some degree of music literacy (e.g., an A.R.C.T. or equivalent), including familiarity with The Royal Conservatory of Music curriculum and RCM Examinations 
· working knowledge of MS Word, MS Excel, and the internet 
· a friendly and personable demeanor

Please submit your résumé and a covering letter by April 9, 2007 to:  
Christie Gray, Marketing Manager
RCM Examinations, 5865 McLaughlin Rd., Unit 4
Mississauga, ON  L5R 1B8

Fax:  (905) 501-1290  
email: christie.gray@rcmexaminations.org









