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Must be “fully vaccinated” against COVID-19. (In Ontario, a “fully vaccinated individual” is
defined as one who has received the required number of doses as outlined by Health Canada and
they have received their final dose of the COVID-19 vaccine at least 14 days ago.) Must provide

Health Canada’s proof of vaccination (vaccine receipt or enhanced vaccine certificate).

PURPOSE OF THE POSITION

Matawa First Nations established the Matawa Health Co-operative (MHC). This provincially
incorporated Co-operative consists of the nine Matawa member communities — Webequie,
Neskantaga, Nibinamik, Eabametoong, Marten Falls, Aroland, Ginoogaming, Long Lake # 58 and
Constance Lake First Nations.

The Physician Services Administrative Assistant shall work closely with the MHC Clinic Manager,
Director of Clinical and Nursing Services and the Physician team. He/she will report to the
Executive Director of the Matawa Health Cooperative.

SCOPE

The Physician Services Administrative Assistant will provide day-to-day support and assistance
by providing secretarial duties that includes managing documents and workflow, answering
telephones, coordinating appointments, travel/accommodations/meeting arrangements and by
assisting and referring clients.

The Physician Services Administrative Assistant will work collaboratively with the Matawa Health
Cooperative Clinic Manager, Physician Team, Director of Clinical and Nursing Services, and the
Executive Director of Matawa Health Cooperative to meet the needs of the physician program and
services.

The person must be committed to a community development philosophy, primary care model, and

inter-disciplinary health practice, establishment of partnerships with other agencies, cultural
competency and collaborative relationships with other staff.

RESPONSIBILITIES

1. Coordinate and maintain up-to-date filing systems for general correspondence and issues
as it pertains to the MHC Physician Services;

2. Prepare correspondence, and memorandums, assist in the preparation and publication of
annual reports and other reports as required for the MHC Physician Services;

3. Work cooperatively and in support of the MHC Director of Clinical and Nursing Services,
Clinic Manager and Physician Team;
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Assist with meetings as required (coordinating, scheduling and minute taking);

Assist with coordination of travel for MHC Physician Team which may include
accommodations and preparation of travel claims;

Accurately identify patients and enter laboratory and x-ray reports, specialist reports,

discharge summaries and reports pertaining to the patient’s care into an electronic
medical record.

Must be detail oriented, and capable of navigating through an electronic medical records system
(EMR).

Assist and with the day-to-day functioning of the Co-operative’s Health Records and
EMR;

Assist with purchasing supplies and placing orders for the Physician Services/Team;
Assist with the submission and processing of completed staff forms and requests from
Physicians;

Work collaboratively with the Matawa First Nation communities and their designates, the
MHC Clinic Manager, Director of Clinical and Nursing Services and Executive Director
in the development of MHC’s physician services as well as its maintenance and
evaluation;

Work collaboratively with the Matawa First Nation communities and their designates to
provide pertinent correspondence and updates as required from MHC physician services;
Provide administrative support as it pertains to the development of MHC physician
policies, procedures, and work instructions;

Support with data/stat collection and record keeping as required;

May require travel to Matawa First Nation communities, often by small aircraft;
All other duties as deemed necessary by your immediate Lead/Supervisor.

KNOWLEDGE., SKILLS AND ABILITIES

Knowledge
The incumbent must have proficient knowledge in the following areas:

Skills

A Diploma in Office Administration or related field

Experience working in an administrative/clerical position.

Experience working in a clinical setting would be considered an asset.
Fluency in Cree or Ojibway is a definite asset.

Good knowledge of Matawa First Nations communities

Knowledge of First Nations culture, history, community-based services,
geographic realities and social conditions within remote First Nations
communities.

Familiar with privacy, confidentiality, and duty to report.

The incumbent must demonstrate the following skills:




Self-starter who is able to effectively work independently and/or as part of a team.
Highly adaptable and able to work in a fast-paced environment, while demonstrating
appropriate discretion, judgement and problem-solving skills.

Strong interpersonal and communications skills (written and oral) and an ability to
establish and maintain rapport effectively with staff, clients and partners.

Highly organized, capable to multi-task and manage time effectively.

Proficiency in computer skills and technology-based applications: word
processing/Microsoft Word, Outlook/email, electronic databases, etc.

Good secretarial, word processing, note taking, and file management.

Personal Attributes

The incumbent must maintain strict confidentiality in performing the duties of Reception
Support. The incumbent must also demonstrate the following personal attributes:

Organizational and planning skills

Demonstrate sound work ethics

Attention to detail and accuracy

Must be able to perform work duties with minimal supervision

Must be willing to work in a team like setting

Demonstrates commitment to fostering a healthy and positive work environment

Must be willing to travel as required

QUALIFICATIONS AND REQUIREMENTS

The incumbent must have proficient knowledge in the following areas:

1.

Ability to display and support Matawa Health Co-operative’s vision, mission, and goals
in providing respectful and effective health care.

Ability to satisfactorily pass a Tuberculin (TB) Skin Test and Criminal Records Check
(including Vulnerable sector)

Must be “fully vaccinated” against COVID-19. (In Ontario, a “fully vaccinated
individual” is defined as one who has received the required number of doses as outlined
by Health Canada and they have received their final dose of the COVID-19 vaccine at
least 14 days ago.) Must provide Health Canada’s proof of vaccination (vaccine receipt or
enhanced vaccine certificate).

Must be able to travel to the Matawa First Nation Communities and meetings/workshops
when required.

A valid driver’s license and access to a personal vehicle is an asset.

Ability to speak Oji-Cree or Cree an asset.




WORKING CONDITIONS

Physical Demands

The employee may have to travel to the communities in all weather. They may have to lift, carry
and manage equipment and supplies. They may have to work odd or long hours at a time to
complete special requests or projects. The employee may have to spend long hours sitting and
using office equipment, computers and attending meetings.

Environmental Conditions

The Matawa Building may be a busy facility. The employee may have to manage a number of
projects at one time and may be interrupted frequently. The employee may find the environment
to be busy, noisy and will need excellent organizational and time and stress management skills to
complete the required tasks.

Sensory Demands

Sensory demands can include reading and use of the computer, which may cause eyestrain and
occasional headaches.

Mental Demands

The employee will have to manage a number of requests and projects at one time. They must be
aware of MHC business in the communities and any and all relevant legislation, policies and
procedures. Must be available and accessible to the Executive Director for call-ins and for
evening/weekend work. The employee must be prepared to deal with emergencies and stressful
situations at any time.




CERTIFICATION

Employee Signature Supervisor’s Title

Printed Name Date Supervisor’s Signature Date

I certify that I have read and understand the]|l certify that this job description is an accurate
responsibilities assigned to this position. description of the responsibilities assigned to the
position.

Executive Director’s Signature Date

I approve the delegation of responsibilities outlined herein within the context of the attached
organizational structure.

The above statements are intended to describe the general nature and level of work being performed
by the incumbent(s) of this job. They are not intended to be an exhaustive list of all responsibilities
and activities required for the position.
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