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_______________________________________________________________________ 

 

1. Position Title and Reporting Relationship 
 

1.1 The position of “Administrative Assistant” reports to the Nurse 
Practitioner. 

 
 

2. Purpose of Position 
 

2.1 To provide administrative support services to keep the Dorset 
Health Hub office running efficiently and effectively while 
maintaining the highest possible standard of patient confidentiality. 

  
  

3. Responsibilities 
  

3.1 To provide administrative support as required to include but not  
  limited to:  answering phones, greeting patients, scheduling   
  appointments. 
 
 3.2 Maintain electronic medical records and collect and record Dorset  
  Health Hub statistics. 
 
 3.3 Clinical duties may include but not limited to:  taking and recording  
  vital signs and medical histories, preparing clinic/examination  
  rooms and preparing patients for examination. 
 

3.4 Process prescriptions and client referrals. 
 

3.5 Manage medical and office supply inventory. 
 

3.6 Complies with Health and Safety workplace rules, procedures and 
practices while ensuring the physical space is properly maintained. 

 

4. Working Conditions 

 
 4.1 Position requires periods of sitting and standing. 
 
 4.2 Occasionally required to move equipment and/or patients. 
 
 4.3 Probable exposure to infectious conditions. 
 
 4.4 Stress related to professional isolation and interaction with   
  emotionally charged individuals or situations is possible. 
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5. Skills, Qualifications and Competencies 
 

5.1 Education is required at the level of Grade 12 or equivalent.  
Previous experience in an administrative role in the health care 
field would be an asset. 

 
5.2 Clinical experience as a RPN or RN is an asset. 
 
5.3 Thorough working knowledge of Medical Electronic Health Records 

System, office practices, records management, and the application 
of modern office equipment and procedures in a computerized 
environment. 

 
5.4 Proven ability to communicate clearly and accurately, in oral and in 

written forms including client/patient/professional correspondence 
and reports. 

 
 5.5 Excellent and effective communication skills while interacting and  
  providing information and answering questions to persons of  
  various social, cultural, economic and educational backgrounds. 
 

5.6 Previous health related experience with a demonstrated knowledge of 
  medical terminology. 

 
5.7 Ability to maintain the highest level of confidentiality. 

 
 5.8 Ability to multi-task and work with multiple demands and workplace  
  distractions while maintaining a consistent high quality of work. 
 
 5.9 Ability to use sound judgement and initiate actions in different  
  situations while maintaining safety, security, confidentiality and  
  dignity for all parties. 
 

 

 


