
   JOB OPPORTUNITY 

JOB TITLE:  CASUAL INTERIM CLERK I  
    
JOB REF NO:  44-2020  

DEPT:   REGISTRATION   

SITE:   LAVERENDRYE GENERAL HOSPITAL  

UNION / NON: CUPE  

QUALIFICATIONS: 
  

 Minimum Grade 12, or equivalent education acceptable to the Employer; 

 Proficient in the use of computer software, including Word and Excel; 

 Understands and maintains confidentiality; 

 Excellent organizational skills; 

 Effective interpersonal skills; 

 Ability to act or respond in a crisis situation; 

 Ability to multi-task; versatile in changing priorities; 

 Demonstrates initiative; 

 Willing to work shift work; 

 Demonstrated strong written and verbal communication skills; 

 Demonstrated strong interpersonal skill with the 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; 

 Dependable with a verifiable acceptable attendance record; 

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

RESPONSIBILITIES: 

1. Patient registration. 
2. Operate communications systems 
3. Provide reception/information services to patients and visitors 
4. Collection, preparation, audit and distribution of statistical data for the corporation. 
5. Perform basic finance functions. 
6. General office duties. 
7. Such other duties as may be delegated by the manager or supervisor 

 
 

 
 

 

Interested and qualified candidates are invited to submit their resume and Employment Application form by 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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