
GARDEN RIVER FIRST NATION  
BINGO ENTERPRISES 

EMPLOYMENT OPPORTUNITY  
 

POSITION: INVENTORY CLERK – PART TIME 
 

SUMMARY: The Bingo Inventory Clerk reports to the Manager of Bingo Services ensuring that all 
bingo gaming activities and functions in the bingo facility are accurately and efficiently 
carried out, in accordance with the rules and regulations of the Garden River First Nation 
Bingo Enterprises Operating Manual.  The Bingo Inventory Clerk is responsible for 
ordering, receiving, verifying, issuing, retaining and safeguarding all bingo paper 
supplies. This function requires accuracy, integrity, and accountability and must be 
carried out, in strict adherence to the rules and regulations of the GRFNBE Operating 
Manual.  

 
INTERNAL / EXTERNAL COOPERATION: 
 
 Enforce department specific policies, procedures and standards of operation; 
 Assist with the maintenance and updating of department training manuals in coordination with management; 
 Maintain records and filing system(s) within department, ensure filing systems are maintained and up to 

date;  
 Ensure protection and security of electronic and paper files, records in coordination with the Network 

Administration Policy; 
 Advise the Manager of Bingo Services on contentious issues, personnel, vendors, pricing and all other 

matters; 
 Assist with the maintenance and updating of department training manuals in coordination with the Manager 

of Bingo Services; 
 Use appropriate paperwork when making requests from other GRFNBE departments; 
 Identify department discrepancies between inventory records and notify the Bingo Services Manager to take 

action; 
 Adhere to storage and disposal of records according to GRFNBE retention schedules and policies; 
 Anticipate and submit requisitions for department supplies; 
 Assist with providing department specific on-the-job training to your new department Personnel; 
 Use appropriate paperwork when making requests; 
 Follow and enforce GRFNBE health and safety procedures; 
 Build trust, value others, communicate effectively, drive execution, foster innovation, focus on the 

customer, collaborate with others, solve problems creatively and demonstrate high integrity; 
 Maintain professional internal and external relationships that meet company values, mission and vision; 
 Attend all meetings as required; 
 
 DEPARTMENTAL DUTIES/RESPONSIBILITIES 
 
People skills and customer service are a must in this job. Not only will you interact with your staff every day, 
but you will also need to assist customers when they have questions, concerns or complaints in a professional 
courteous manner at all times.  Be attentive to your staff by motivating them to succeed and improve. Keep your 
staff in high spirits and be as helpful as possible to serve our customers. 
 
1. Maintaining bingo paper supply stock by: 
 
 Safekeeping and safeguarding inventory supplies to be used for Bingo gaming purposes; 
 Prepare all daily bingo sessions; 
 Bundling of bingo paper; 
 Preparing purchase order requisitions to order bingo inventory supply; 
 Receiving, unpacking and stocking bingo inventory supply orders; 
 Prepare and issue department transfers (Morning and Afternoon); 
 Counting, issuing and recording inventory supplies manually and/or electronically to all departments; 
 Recording and signing distribution of stock and supplies from stock room to all departments; 
 Recording and signing receipt for unused or damaged stock and supplies returned from the all 

departments to stock room; 
 Conducting physical count of inventory in stock room and secondary locations (all departments) and 

reconciling with records; 
 Maintaining a neat and orderly inventory room; 
 Must be able to operate inventory equipment such as the electric paper cutter, accu-counter, weigh scales, 

etc. While following Health & Safety Guidelines in accordance with the rules and regulations of Garden 
River First Nation Bingo Enterprises;  

 Retaining usable or damaged stock and supplies, pending approval for disposal; 



 Printing and distributing inventory control sheets as required; 
 Securing the inventory room by locking doors at all times; 
 Take out the garbage daily; 
 Advising the Warehouse Supervisor on contentious issues, personnel or other matters; 
 Assisting in developing and monitoring operational policies and procedures to ensure the integrity of all 

games, products and systems; 
 

2. Performs other related duties as directed by the Inventory Supervisor. 
 
QUALIFICATIONS: 
 
 Secondary Diploma with relevant work experience; 
 Must have some knowledge and awareness of bingo operations; 
 Knowledge of inventory procedures and internal controls; 
 A thorough understanding of bingo floor balancing procedures and internal controls; 
 Must be able to understand, follow and enforce department policy and procedures; 
 Must possess a thorough understanding of Inventory processes working knowledge of Microsoft Office, 

Internet, Email, Point of Sale Systems and other related computer programs;  
 Ability to work independently with minimal supervision, and as part of a team; 
 Proven track record of punctuality and dependability; 
 Solid analytical, problem solving, and technical troubleshooting skills; 
 Must possess excellent verbal and written communication along with organizational skills; 

 Must possess effectively documentation skills; 
 Ability to multi-task and work in a fast paced team environment;  
 Must have pleasant, courteous and professional personality to deliver and monitor quality customer 

service; 
 Project a positive and professional attitude when working under pressure; 

 Must be able to tolerate secondary smoke, bright lights, high noise levels, and dust; 
 Must be willing to work evenings, weekends and shift work when required; 
 Must be willing to provide a CPIC as condition of employment and be free of criminal record; 
 Must have a valid driver’s license; 
 We encourage GRFN band members to apply. 
 

Physical and Mental demands: 

 Manual effort including, but not limited to lifting, pulling, pushing, reaching, carrying, bending, 
twisting, and standing 100% of the time; 

 Must be able to move up to 50-100 pounds; 
 Must be able to work in a high stress environment; 
 Must be able to work in a fast-paced environment where team work is essential; 
 
  

SALARY RANGE: Hourly $12.00 – 90-day probation $13.00 with a Successful Evaluation 

 
 

Interested applicants can forward a cover letter, resume and two (2) references with permission to contact by  

March 29, 2017 at 12:00 noon.    
Provide copies of diplomas and certificates to accompany resume enclosed in a sealed envelope marked 

“CONFIDENTIAL” and mailed to the attention of: 

 

Candace Sim, Human Resource Manager 
Garden River First Nation Bingo Enterprises 

20 Syrette Lake Road 
Garden River, ON P6A 6Z3 

Tel:  (705) 253-8718   Fax:  (705) 253-4867 
 

Complete Job description available upon request by calling or e-mailing candace.sim@grfnbingo.com 
 

Candace Sim                    March 16, 2017          
Human Resource Manager, GRFNBE    Date Posted   
 

mailto:candace.sim@grfnbingo.com

