
 
 

 

JOB OPPORTUNITY 
 
 

Position:  Casual Clerk I  
    27-2022 
 
Department:   Community Support Services 
 
Commencing:   As soon as possible 
 
Salary:  $22.78- $23.47/hr CUPE 4807 Wage Schedule 
  
Deadline:   Open until a suitable candidate is found 
 
Job Description:   Enclosed 
 
Riverside Healthcare Facilities Inc. invites applications from all qualified applicants.  
 
To be considered, please send your completed cover letter, and resume by e-mail 
to  human.resources@rhcf.on.ca or: by fax to 807-274-2898 by the deadline. 
 
For more information, please contact Human Resources at:  human.resources@rhcf.on.ca 
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QUALIFICATIONS: 
 

 Completion of  a post-secondary diploma at the college level specializing in office administration, preferred,  or equivalent 
experience and training as determined by Riverside Health Care 

 Minimum of three years’ experience in office administration and/or acceptable field, preferred 

     Knowledge of Medical terminology necessary. 

     Ability to work independently, self-motivated. 

     Knowledge of software applications including, word processing, Infomed, Meditech, Ormed, Excel and Novari; PACS, HIS/RIS 
knowledge considered an asset) 

 Working knowledge of addictions, family violence, legal, mental health, psychiatric, psychology and social work terminology 
gained through work experience in a Health or Social Services Agency. 

• Ability to assist visiting specialists with Dictation equipment as necessary 

• Demonstrated ability to maintain strict confidentiality; Demonstrated ability to deal with the public in a professional 
manner. 

 Excellent communication skills, both written and verbal 

 Demonstrates basic screening and crisis intervention skills when functioning independently 

 Demonstrated ability to work with diverse groups of consumers. 

 Demonstrated strong interpersonal skill with the ability to function effectively independently, within a team, with front line 
personnel, and management. 

 Strong organizational and scheduling skills and ability to deal with complex and ever-changing situations. 

 Demonstrated ability to provide non-therapeutic intervention with consumers (listening/responding/supporting skills). 

 Physically capable of performing the essential duties of the job. 

 Demonstrated ability to function effectively in a fast-paced healthcare environment with excellent organizational and time 
management skills with the 

 Dependable with a verifiable acceptable attendance record. 
 

BASIC RESPONSIBILITIES: 
 

1. Provide co-ordination and administrative support of the overall office administration duties, performing receptionist 
and clerical duties and assisting the staff as directed. 

2. Coordinate, maintain, and schedule appointments.  
3. Patient registration. 
4. Operate communications systems. 
5. Provide reception/information services to patients and visitors. 
6. Perform basic finance functions. 
7. Accepts assignments to assist with special needs as required. 
8. Report preparation and distribution. 
9. Chart retrieval and distribution. 
10. Assembly and quantitative analysis of patient records. 

 

POSITION AVAILABLE 
 

 This Casual position will commence: ASAP 

 
Please submit resumes to humanresources@rhcf.on.ca 

JOB DESCRIPTION 

POSITION (Title):   Clerk I 

DEPARTMENT/SERVICE AREA:  Community Services, Diagnostic Services, & Nursing 

SITE: LVGH 

REPORTS TO (Title):   Lisa Belluz, Mental Health & Addictions 


