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TITLE: PAY BAND:
(009) Office Coordinator 13

FOR FACILITY USE:

SUMMARY OF DUTIES:

Provides coor dination/administrative support for a department(s)/program(s)/facility(ies).
Supervises office staff and ensur es office procedur es are maintained.

QUALIFICATIONS:

¢ Office Education certificate
¢ Basic medical terminology, whererequired by thejob

KNOWLEDGE, SKILLS & ABILITIES:

I ntermediate computer skills

I ntermediate keyboar ding skills

I nter per sonal and communication skills
Organizational and leader ship skills
Ability to work independently
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EXPERIENCE:

¢ Previous. Twenty-four (24) months previousrelated office experience to consolidate
knowledge and sKills.
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KEY ACTIVITIES:

A. Coordination / Supervision

Coordinates and organizes department wor kflow; schedules staff.

Provides departmental coordination/supervision.

Provides orientation and training for staff.

Providesinput into performance appraisals and performancereviews.

Assistswith interviews and hiring of new staff.

Maintains departmental personnel and attendancefiles (e.g., sick and vacation
balances, education tracking).

Maintains and audits time sheets, makes corr ections, forwardsto payroll.

¢ May provide scheduling servicesfor other facility departments/staff (e.g., Maintenance,
Home Care).
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B. General Office Duties

¢ Providessecretarial support (e.g., prepares agendas, takes minutes).
¢ Performsclerical duties (e.g., word processing/data entry, files, distributes
cor respondence/documents, photocopies, processes mail).
¢ Providesreception support (e.g., registers patients).
¢ Monitorsexpenditures (e.g., checksvendor contracts, processes invoices, tracks
expendituresfor budget purposes).
Maintains departmental filing system.
I mplements updates to department policies and procedur es.
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Financial / Payroll

Performs accounts r ecelvable/accounts payable, billing/r eceipting/invoicing/jour nal.
Makes bank deposits.

Performs physician billing.

Correctsand distributes payroll time sheetgenter s data.

Dealswith staff payroll inquiries.

Maintains a petty cash account.
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Related Key Work Activities

Schedules appointments (e.g., clients, physicians).

Provides computer support services/technical assistance.

Liaiseswith vendors, suppliers, materials management (e.g., quotations).

Orders, receives, records and stor es office supplies.

Ensures health record-related duties are performed (e.g., assembles health records,
assistswith release of information, providesfiling/retrieval/r etention services, prepares
required statistics).

Maintains up-to-date journal library.

Ensures maintenance of office equipment.

Schedules meetings, books rooms and audiovisual equipment.

Coordinates program/wor kshop activities.

May order special needsitems (e.g., vaccines).

The above statements reflect the general details considered necessary to describe the principal
functions of the job and shall not be construed as a detailed description of all related work
assignments that may be inherent to the job.

Any revisions of this document recommended by the Joint Job Evaluation Maintenance
Committee must be approved by the Parties.

Validating Signatures:

CUPE: SEIU:

SGEU: SAHO:

Date: June 26, 2005
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