REHABILITATION CENTRE FOR CHILDREN

JOB OPPORTUNITY
	Bulletin No: 22-050A
RESPOST
	Department:  

Corporate Services
	Posting Date: 
Sep 26, 2022

	Position:

Secretary 3 
	Reports to: 
Human Resources Specialist

	Start Date:  As soon as possible


	Job Type:

TERM until March 31, 2022 with possibility of extension
	Employee Group:

  CUPE 
	EFT:  
1.0 eft


Reporting to, and under the direction of, the HR Specialist, the Secretary III is part of the Front End/RCC Corporate Services Team responsible for secretarial duties including word-processing correspondence, reports, forms, maintaining records, performing receptionist duties, processing of incoming and outgoing mail, booking meeting rooms, processing purchase orders, invoicing, facilitating courier service, secretarial support, minutes/agendas to the RCC Medical Staff and other meetings as needed, provides back-up/vacation relieve to the HR Specialist for functions as assigned.
DUTIES/ RESPONSIBILITIES

· Performs reception/switchboard duties and relays messages as appropriate, greeting and assisting personal callers and answering routine inquiries.  Handles difficult situations in a calm and diplomatic manner.

· Assist with room bookings for the SSCY Centre.

· Word-process, correspondence, reports, forms, statistics, etc.

· Provides support to all corporate staff
· Prepares notices of medical staff and other meetings as required:  agendas, minutes, and other relevant support for the meetings.
· Provides administrative support for the SSCY Research Team

· Updates the SSCY Website 

· Provides administrative support for finance department
· Provides back up coverage for reception if needed
· Assists staff using Centre’s office equipment.

· Assists with the maintenance of administration office machines (photocopier, fax, mail machine, etc.).

· Maintains absolute confidentiality of all client and job-related matters.

· Is a member of the Front End/RCC Corporate Services Team that provides efficient and effective clerical support to Managers in the Centre.

· Performs other related duties not exceeding skills and capabilities as required.

Qualifications: 

· High School Graduate – Manitoba Standard

· Graduate from Medical Secretarial Training Course
· Minimum 2 -year work experience in a secretarial position, preferably in a healthcare setting
· Previous experience with Microsoft Office required 

· Word processing speed of 65 w.p.m.
· Ability to work with minimal supervision.
· Ability to work as a team member.
· Excellent organizational, interpersonal and communication skills.
· Ability to take direction and follow through with the direction.
Hours of Work: 

· 7.5 hours per day, Monday to Friday.  Predominantly daytime hours, as per collective agreement, may include some evenings and weekend.
· Salary:  As per CUPE salary scale $18.722/ hr – 21.704/ hr

Conditions of Hire:

Must be legally entitled to work in Canada

Must be able to present a satisfactory Criminal Records Check (Including Vulnerable Sector Search), Child Abuse and Adult Abuse Registry Check.
Provide proof of vaccination for Covid 19.

RCC is strongly committed to equity and diversity and especially welcomes applications from Indigenous peoples, persons with disabilities, racialized persons, persons of all sexual orientations and genders and others who may contribute to the further diversification of ideas. 

Accommodations are available on request for candidates taking part in all aspects of the selection process.  If you require accommodation supports during the recruitment process, please contact Kizzy Phillips.  All qualified candidates are encouraged to apply.   
	Apply in Writing to:

Kizzy Phillips, HR Specialist

1155 Notre Dame Ave

Winnipeg, MB R3E 3G1 Email: kizzyp@rccinc.ca
	Closing Date:

October 3, 2022


