
 
 

 

POSITION: Medical Secretary/Receptionist 

STATUS: Permanent Full-time 

DEPARTMENT: Primary Care 

POSTING DATE: February 27, 2024  
 

 

Position Summary 

 

The Medical Secretary/Receptionist effectively and efficiently serves clients, maintaining 

appointments, confidential records, and information, and provides administrative support. Attention 

to detail and the ability to manage several tasks at once are essential. 

  

Requirements:  

 

 College diploma or secondary school diploma with medical secretary certificate or equivalent 
combination of education and relevant work experience 

 5 years experience in a healthcare setting 

 Proficiency in word processing, data input, and computerized scheduling within a fully 
electronic medical record system 

 Patient focused attitude  

 Demonstrated commitment to providing outstanding customer service 
 Flexibility to work day and evening shifts  

 

A competitive salary and benefits (including HOOPP) are offered.   

  

Employment is conditional upon having had a full series of COVID-19 vaccinations 

 

To pursue this opportunity, please send your resume and covering letter to Human 

Resources, at resumes@grchc.ca. All applications must be submitted no later than 

March 13, 2024.  We appreciate your interest, however, only those invited for an interview 

will be contacted. 

 
The Grand River Community Health Centre is an equal opportunity employer, committed to employment 

equity and diversity in the workplace. We welcome applications from women, members of racialized 

groups, visible minorities, Indigenous persons, persons with disabilities, persons of all sexual orientations, 

and persons of any gender identity or gender expression.  

 
To ensure there is an equal opportunity during the recruitment and selection process, Grand River 

Community Health Centre provides accommodation for applicants with disabilities upon request. 
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