.':'tho, ) womenfs POSITION DESCRIPTION
°e o’ health clinic PEDPRP Program Assistant

OUR VISION, MISSION & VALUES:

Women’s Health Clinic (WHC) provides accessible, woman-centred services, creates strategic partnershipsand
advocatesforsystem change. We work toward the vision of having equitable health and wellness services within
and beyond WHC, delivered through afeministlens. All our workis guided by ourvalues —choice, inclusion,
social justice, innovation and integrity.

WHC EXPECTATIONS:

Everyemployee is expected to contribute to the mission, vision and values of WHC, and the achievement of its
strategicplanthrough collaboration and teamwork. Employees are expected to consistently attend work,
function within WHC’s principles of services, contribute to the quality of ourservicesforclients and look for
ways to improve our overall effectiveness and enhance client experience. Employees will respect each other,
clientsand members of the publicand create an environment where clients have the information, knowledge
and supporttheyneedtoachieve theirindividual health and wellness goals.

WHC PROMISE:

WHC will provide employees with a respectful, healthy and safe work environment and compensate and
recognize employees in afairand meaningfulway. We will provide employees with opportunities to participate
in planningand decision-making and to communicate yourconcerns, ideas and suggestions. We will listen and
be responsive. We will support employee growth and development through a culture of coaching, learning and
encouragement.

Job Stream: B

Union Classification: Medical Assistant

Position: Program Assistant, Provincial Eating Disorder Prevention and Recovery Program
Position Reports to: Team Leader, Provincial Eating Disorder Prevention and Recovery Program

POSITION SUMMARY:

To provide day to day support functions to enhance the effectiveness of WHC programs.

Job Specific Day To Day Activities

Staff Scheduling

e Incollaboration with the team leader develops and maintains aregularschedule forall full, parttime and
casual staffand/or volunteers.

e Communicatesthe schedule and ensures that the schedule remains current.

Inventory Management

e Regularordering, stockingand reconciliation of supplies.
e Maintain supply and resource storage spaces.

e Troubleshootsupplierissues

e Productresearch

e Inventory
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Equipment Maintenance

e Maintainsan inventory of programrelated equipment
e Providesregularequipment maintenance checks according to manufacturerinstructions

e Reportsequipmentissuestothe Team Leaderor Directorfor action

Evaluation Support:

Collate statisticinformation for reporting
Compile program participant feedback data

Assistin otherevaluation activities as required

Program support:

Contact and respond to community members and program participants regarding programming, groups
and appointments
Assistin maintaining clientrecords

Organize and maintain program filesand resources
Room bookingand set up as required

Distribution and stocking of resources as required
Reconciliation of invoices and packing slips

Position Specific / Initiatives

N/A

Competencies
ClientService (delivers client-centered service)

Understands clientsand theirneeds

Provides prompt, attentive service to address client needs

Follows-up to evaluate client needs and requirements

Problem solvesindependently and with others to help resolve issues

Understandsthe connections between own work and other program areas, agencies and resources to
serve clientneeds

Teamwork (works effectively with diverseindividuals, groups and communities,and builds collaborative
partnerships and relationships)

Provides assistance, information or other supportto others

Understands diverse and cultural needs of others and adapts own behaviorto meetthose needs
Builds and maintains collaborative and respectful working relationships with others

Works effectively in conflict situations to achieve a mutually beneficial result

Participatesinand builds opportunities fora positive work environment

Communication (the effective exchange of information andideas toinform, educate, influence or advocate)

Listens effectively to others to ensure understanding

Follows and provides clearverbal and written information to individuals and/or groups
Communicates honestly, respectfully and constructively

Ensures confidential information is maintained; identifies all risks to management
Follows up toensure others understand information
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Planning and Organizing (effectively plans, prioritizes, coordinates and implements required actions and
resourcesto maximize outcomes)

e Organizes, prioritizes and plans own tasks to complete work efficiently and effectively
Coordinatesinformation/ resources from others
Maintains organized records and documentation
Identifies andinforms team leader ordirector of work delaysin a timely manner

Analysis, Problem Solving and Evaluation (effective analysis and assessment and application of information to
facilitate appropriate solutions and effective decisions)

e Accuratelyassessesrelevantinformationto determine appropriate actions

e |dentifies and anticipates potential problems within their own work and within the program

e |dentifiesandraisesconcernsandissuesinatimely manner

e Makes recommendations for how to address problems identified

e Evaluatesownactionsor solutions

Leadership (Demonstrates skills and expertise to perform effectively and with integrity contribute to business
results)

e Utilizesskilland knowledge to complete work efficiently

e Ensuresaccuracy and high standardsfor work results

e Showsaccountabilityin work and follows through on all commitments and goals

e Demonstratesandsharestheirideasand expertise with others

e |dentifies opportunities to continuously improve work activities and client service

e Adaptswell tochange and encourages others to embrace new ideas

e Isopentofeedbackfordevelopment

e Takesopportunitiesto develop ownskill sets

Technical/Position Specific Competencies
(the application of competencies specificto professional certification/association standards and guidelines)
N/A

Risk Management:
e Adheresto WHC Occurrence Reporting Policy and Procedures.

Education/Experience:

* Completion of High School Diploma orequivalent
* Good working knowledge of Microsoft Office applications
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