
 

 

 

The Opportunity:  Office Clerk 

 

Myers LLP is seeking an Office Clerk to join the support team for our law firm. The Office Clerk is an important part of the 
team that ensures the office runs smoothly and jumps in to help where needed.  The primary responsibilities of this role are:  

» Primary reception relief for break and vacation coverage 
» Coordinate file storage both onsite and offsite, organizing closed files and retrieving files upon request 
» Monitor office supplies and coordinate weekly supply orders  
» Working with the receptionist, ensure incoming mail is distributed internally and outgoing mail is posted daily 
» Ensure copy rooms, coffee room, lunchroom and boardroom areas are kept tidy daily 
» Post credit card transactions to LEAP  
» Assist lawyers and/or legal assistants with large projects (printing, copying, binding, faxing, mailing documents) 

 

The Ideal Candidate 
 

We are looking for someone who:   

» Has a minimum of 2 years experience working in a professional office environment (law firm experience an asset) 
» Is comfortable using various technology platforms including the Microsoft platform (Word, Excel, Outlook, Teams) 

and web-based ordering systems.  
» Able to lift 20-30 lb boxes 
» Well-organizes, works independently and can problem solve issues that arise  
» Has a strong work ethic and is reliable for an in-office position 
» Brings a great attitude and finds satisfaction in helping others 

 

Why Myers?  
 

Myers LLP is a mid-sized downtown Winnipeg law firm with 52 firm members. Since our inception in 1956 as “Tapper and 
Pollock”, Myers LLP has been committed to the highest standards in the practice of law. The firm has always attracted lawyers 
and staff who care deeply about the well-being and success of the people, organizations, and communities we serve. We are 
a firm with multiple areas of practice and a diverse range of skills and professional experience. What unites our people are 
the values we share and our commitment to excellence and integrity.   

Join a great team! We have a respectful, collegial environment with a business casual dress code. We offer a competitive 
salary and an excellent benefits plan.  We are committed to provide a safe working environment.  Our office ensures that best 
practices in COVID-19 precautions are observed.   

This position is in a great office space in the Cargill Building on Graham Ave, connected indoors to Winnipeg’s Skywalk system.  
For more information on us go to www.myersfirm.com 

 

To Apply 
 

Please submit your cover letter and resume to Kara Macdonald, HR Manager at kmacdonald@myersfirm.com.  

http://www.myersfirm.com/
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