
 

Part-Time Interim Clerk III – Surgical Booking 
(6 Months)  

LaVerendrye General Hospital  
Riverside Health Care  

Status:    Part-Time Interim Clerk III (6 months)  

Job Reference No:  78-2020  

Department:   Surgical Booking 

Union:    CUPE 4807 

Riverside Health Care is a fully accredited multi-site, multi-faceted health care system providing service 

to the Rainy River District in spectacular Northwestern Ontario. Our health care sites across the District 

serve a catchment area of over 20,000 residents in 15,500 square kilometers. 

The Clerk III within the Surgical Booking department is responsible for coordinating, maintaining, and 
scheduling Surgical Program waitlists and required appointments. The Clerk III must also possess a 
thorough understanding of electronic waitlist management and scheduling software. Responsible for 
ensuring surgical data quality and contribute to requirements for monthly data submissions. 
 
The successful candidate will have: 

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

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

 Medical Terminology Certificate, or equivalent acceptable to the Employer 

 Demonstrated advanced computer skills in MS Office applications, including MS Word, and 
Excel, Meditech, and internet and email with the willingness to learn new software as required; 

 Demonstrated strong written and verbal communication skills; 

 Demonstrated ability to maintain strict confidentiality; 

 Demonstrated ability to deal with the public in a customer service oriented fashion; 

 Demonstrated ability to function effectively independently, within a team, with front line 
personnel, and management 

 Demonstrated ability to function effectively in a fast paced healthcare environment with 
excellent organizational and time management skills with the ability to multitask and prioritize 
workload in an office setting; 

 Dependable with a verifiable acceptable attendance record 

 Proven ability to perform the essential duties of the position on a regular basis.  
 
 

Interested candidates are invited to confidentially explore this opportunity or submit their resume 

and cover letter to: Human.Resources@rhcf.on.ca.  

Riverside Health Care Facilities is committed to ensuring that all employment practices are inclusive. 

As an organization we are committed to providing and arranging accommodation for candidates upon 

request. 
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