
 
 

 

JOB OPPORTUNITY 
 
 

Position:  Part Time Clerk III  
    21-2022 
Department:   Surgical Bookings / Outpatient Services 
 
Commencing:   As soon as possible 
 
Salary:  $23.90- $24.56/hr CUPE 4807 Wage Schedule 
  
Deadline:   Open until a suitable candidate is found 
 
Job Description:   Enclosed 
 
Riverside Healthcare Facilities Inc. invites applications from all qualified applicants.  
 
To be considered, please send your completed cover letter, and resume by e-mail 
to  human.resources@rhcf.on.ca or: by fax to 807-274-2898 by the deadline. 
 
For more information, please contact Human Resources at:  human.resources@rhcf.on.ca 
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Qualifications: 
The successful candidate must be able to meet the normal requirements of the job and possess the following 
qualifications: 
 

 Completion of post-secondary education at the college level specializing in office administration or equivalent 
experience and training as determined to be acceptable 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.  

 
BASIC RESPONSIBILITIES: 

 
Under the guidance of the Director, the Clerk III is responsible to coordinate, maintain, and schedule 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. 
 
RESPONSIBLE TO: 
 
Responsible to the Director of Nursing.  

 Salary as per Union Schedule 
 
POSITION AVAILABLE: 
 

• This Part-Time position will commence ASAP  

 
CONDITIONS OF EMPLOYMENT: 
 

1. Human Resource Policies 
 

2. Corporation Policies 
 

3. Department Policies 
 

4. Union Contract 
 

5. Criminal Reference Check 

JOB DESCRIPTION 

POSITION (Title):   Part Time Clerk III 

DEPARTMENT/SERVICE AREA:  Registration  

SITE: LVGH  

REPORTS TO (Title):   Supervisor, Health Records & Registration 


