REHABILITATION CENTRE FOR CHILDREN

JOB OPPORTUNITY
	Bulletin No: 23-031

	Department:  

Neurodevelopmental Services
	Posting Date: 

May 19, 2023

	Position:

Clinic Assistant 
	Reports to: Director of Neurodevelopmental Services


	Start Date:  As soon as possible
June 12, 2023

	Job Type:

Term to June 30, 2024
	Employee Group:

  CUPE 
	EFT:  .6 (3 days/week)


Responsibilities:
· Supporting primarily the MB FASD Centre for children up to 18 years of age and providing coverage and support to other clinics/teams within the RCC.  

· Performs reception/telephone duties are required.
· Greeting and directing clinic clients.  Supervision of clients in waiting area including childcare for children/youth involved in neurodevelopmental assessments.  
· Assisting clients with transfers, undressing and preparing for examination as required.

· Assisting with obtaining assessment data from patients, weighing and measuring and photographs.
· Providing child care/supervision for clients and/or their siblings while parents/caregivers meet with provider.
· Schedules appointments and keeping record of schedule and waiting list.  Communicate with team members any schedule changes.

· Completes test requisitions, books a variety of tests and receives test results.

· Photocopy correspondance, reports, pamphlets, articles etc. as required/requested

· Word processes/data enters a variety of material including correspondence, reports, forms, statistics, clinic lists, patient questionnaires etc.
· Transcribing client notes that may be written and or dictated.  Medical transcription as required.

· To prepare and submit monthly statistics.

· Maintain records and filing system.
· Perform other related duties not exceeding skills and capabilities. 
· Participates in quality improvements activities related to the clinic.
Qualifications: 
REQUIRED
· High School Graduate – Manitoba Standard

· Graduate from Secretarial Training Course  - Required
PREFERRED

· Medical Secretary training course  

· Minimum 3 year work experience in health care clinic 

· Previous experience with Microsoft Office required and ACCURO

· 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: 

· 7.75 hours per day    May include some evenings and weekend.
Salary:  As per CUPE salary scale $20.090/Hour – $23.291/Hour
Conditions of Hire:

The successful candidate will be required to provide a satisfactory child abuse registry check, adult registry check, and criminal record check with vulnerable sector search.
Must be legally entitled to work in Canada.
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 support 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:Hr@rccinc.ca
	Closing Date:

May 26, 2023


