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POSITION DESCRIPTION
	Job Title:
	Data Entry Clerk  (Canada Summer Jobs Summer Position – June 22 to August 14, 2026 – 8 weeks)

	Department/Group:
	Cemetery Operations

	Supervisor:
	Director of Cemetery Operations/Cemetery Operations Assistant

	Incumbent:
	

	Summary Statement/Purpose
The Roman Catholic Archdiocese of St. John’s is seeking a motivated and detail-oriented individual to assist in Cemetery Operations. This position is funded through the Canada Summer Jobs program and provides meaningful work experience in records management, mapping, and data reconciliation. The successful candidate will support current Cemetery Operations staff with ongoing projects related to cemetery records, plot mapping, and data accuracy.

To be eligible for this position under the Canada Summer Jobs program, candidates must:
• Be between 15 and 30 years of age at the start of employment.
• Be a Canadian citizen, permanent resident, or person who has been granted refugee protection under the Immigration and Refugee Protection Act.
• Have a valid Social Insurance Number (SIN).
• Be legally entitled to work in Canada in accordance with relevant provincial or territorial legislation.
Student status is not required and individuals who are not currently enrolled in a post-secondary education program are encouraged to apply, provided they meet the above criteria.

Key Responsibilities
	Scan, organize, and digitize historical plot maps and cemetery records.
Reconcile information from older cemetery records with current plot maps and databases.
Assist with identifying missing or unmarked burial plots at Belvedere and Mount Carmel Cemeteries.
Support re-mapping efforts at Mount Carmel and Belvedere Cemeteries as required.
Assist with GPS marking of cemetery plots when needed.
Add, edit, or update cemetery database entries related to plot mapping and records reconciliation.
Maintain confidentiality and accuracy when handling sensitive records.
Provide general assistance to Cemetery Department staff as required.
	

	
	


Qualifications
· Strong attention to detail and organizational skills.
· Ability to work independently and as part of a team.
· Respect for the sensitive and historical nature of cemetery records.
· Ability to follow instructions and established procedures.
Education:
· Candidates who meet the Canada Summer Jobs eligibility criteria and demonstrate the required skills, reliability, and willingness to learn are encouraged to apply.
· Enrollment in or completion of post-secondary education in Office Administration or Business is not required but would be considered an asset.
Technical Skills:
· Basic to intermediate computer skills, including experience with Microsoft Office applications.
· Ability to work with digital files, scanned documents, and databases.
· Experience with mapping software, GPS tools, or data entry is an asset.
· Comfort using a work laptop and learning new software systems.
Knowledge:
· Entry-level position with on-the-job training provided.
· Basic understanding of filing systems, data organization, and record keeping is beneficial.
· Willingness to learn cemetery operations, mapping processes, and records management practices.
Competencies:
· Effective verbal and written communication skills
· Accurate data entry and attention to detail
· Ability to organize files, records, and other materials
· Time-management and task prioritization skills
· Ability to work independently with minimal supervision
· Ability to work collaboratively as part of a team
· Professionalism and courtesy when interacting with visitors, clergy, and staff
· Adaptability and willingness to learn new tasks and systems
· Respect for confidentiality and ethical conduct in the workplace
Professional Designations/Memberships
N/A

A Certificate of Conduct and Vulnerable Sector Check from the Royal Newfoundland Constabulary is required for the position.
Work Environment:
This is an 8-week temporary position funded through the Canada Summer Jobs program, working 35 hours per week, with hours scheduled between Monday and Saturday. The majority of the work will be performed in an office environment, using a work laptop to review, update, and reconcile cemetery records, maps, and databases.

The position also involves periodic on-site work at cemeteries, which may include light physical tasks such as outdoor cleanup activities, walking cemetery grounds, and assisting with plot identification and GPS marking. Work may take place in varying weather conditions.
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