
   JOB OPPORTUNITY 

JOB TITLE:  FULL-TIME SCHEDULING CLERK  

JOB REF NO:  41-2019 

DEPT:   ADMINISTRATION   

SITE:   RAINYCREST LONG TERM CARE  

UNION / NON:  NON-UNION  

QUALIFICATIONS: 
 

 College Diploma or degree in a healthcare or business related profession with a minimum 3 
years related experience, or equivalent acceptable to the organization;  

 Experience in staff scheduling and staffing management; 

 Proficient in using MS Office applications, including MS Word, Excel and Powerpoint, human 
resources information systems, with the willingness to learn new software as required; 

 Demonstrated knowledge and understanding of collective agreement scheduling techniques and 
challenges;  

 Demonstrated strong written and verbal communication skills; 

 DemonstratedStrong interpersonal skills with 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; 

 Demonstrated initiative with an aptitude for producing timely accurate work in a demanding 
and deadline orientated environment with the ability to work under minimal supervision; 

 Dependable with a verifiable excellent attendance record 

 Familiar with all Acts & Regulations that govern the activities of a Long Term Care Home (ie. 
MOHLTC, OESA, OLRA)  

 Demonstrated ability to carry out the essential duties of the job on a regular basis.  
 

RESPONSIBILITIES: 
  
Reporting directly to the Director of Care, the Scheduling clerk performs the scheduling for nursing staff 

including, but not limited to call-in, change of shifts, illness, stats and vacation, as well as schedules 

education for nursing staff. 

 
 
 

 

Interested and qualified candidates are invited to submit their resume and Employment Application form by 
August 5, 2019 using one of the following options:   

1. Email to: Human.Resources@rhcf.on.ca 
2. Fax to: 807-274-2898 Attention:  Human Resources 
3. Mail or hand deliver to:  Human Resources, 110 Victoria Avenue, Fort Frances, ON  P9A 2B7 

Resumes accepted for consideration on our advertised positions must quote the job reference number along 
with the job title.  We wish to thank all applicants, however, only those invited for an interview will be 
contacted directly. 
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