> BetterLiving

JOB POSTING

Customer Relations Clerk

Contract —Summer Position

Margaret Bahen Hospice, part of the Better Living family of organizations, has an opening for the position
of Customer Relations Clerk. The successful candidate will provide families with information about the
residential hospice, administrative support and also assist the PalCare training and education program.

This positions reports to: Office and Facilities Coordinator

The successful candidate for this position must have the following qualifications:
=  Completion of post-secondary education in Business Administration or a related field is an asset
=  Proficient in the use of computers, including the Microsoft Office suite
= Successful completion of Vulnerable Sector Screening within one month of employment

The successful candidate for this position must be able to:
=  Provide information to families and community members
= Communicate professionally and effectively
= Deliver reliable solutions to the Client with a sense of urgency
=  Assist with office supplies and clerical duties such as keeping track of inventory and organization
in the office
= Demonstrate ability to work individually and collaboratively as part of a dynamic team
=  Assist with PalCare training and education program activities
= Collaborate with community partners and external stakeholders as required
= Assist with screening visitors and staff as needed

LOCATION: Newmarket

SALARY: $14.25 / hour

Hours of Work: 30 hours per week
Duration of Contract: 10 weeks

Please email or fax your cover letter and resume by June 10, 2021 with attention to Human Resources

E-mail: hr@myhospice.ca
Fax: 416-510-1104

Please quote “Customer Relations Clerk” on the cover letter and e-mail subject line.

Better Living is an equal opportunity employer and is in accordance with the Ontario Human Rights Code,
Employment Standards Act and Accessibility for Ontarians with Disabilities Act. Applicants need to make
their request for accommodation known when contacted. Thank you to all who express interest in this
position and we welcome all resumes. However, only those granted an interview will be contacted. No
phone calls, please. Thank you.



