
 

 

 Join a community that fosters meaningful relationships based on respect and compassion.  

We will invest in your future by providing orientation, mentorship, lifelong learning and career opportunities.  

We promote a healthy, safe and supportive work environment.  

Our values based organization promotes a culture where everyone’s unique contribution matters. 

Please send your updated resume and cover letter in one document, quoting the file number in the subject line to: work@providencecare.ca. 

Contact Dani Demers Recruitment & Staffing Specialist 613.544.4900 x 53453 for a complete list of duties, responsibilities or inquiries. 

We are committed to inclusive and accessible employment practices – Please notify the above if you require an accommodation to fully 

participate in the hiring process or require recruitment documents in French.  

 

JOB POSTING:  Receptionist, Long Term Care Reception Services 
File #: 

22-154 

Status: 

Casual 

Posting Period: 

 June 15, 2022 – June 21, 2022 

Work Location: 

Providence Manor 

Employee Group: 

LiUNA 

Wage Rate: 

$19.45 - $20.56 

  Position Summary: 

The Receptionist is the first contact for visitors to Providence Manor and is expected to demonstrate behaviours consistent with 

our code of conduct and other relevant policies through hospitality and exemplary customer service, in keeping with the Mission, 

Vision and Values of Providence Care. 

Education & Experience: Key Knowledge, Skills & Abilities: 

Post-secondary 

certification in office 

administration from an 

educational facility 

recognized by the 

province of Ontario. An 

equivalent combination 

of education and 

experience in a 

reception or clerical 

position may be 

considered 

 

Proficiency in the use of 

Microsoft Office 

software to be 

determined through 

testing 

 

Prior experience in a 

health-care setting is 

preferred 

 Effective working knowledge of Microsoft Office applications 

 Excellent interpersonal and communications skills 

 Sensitivity  to the needs of others: residents, family members, visitors and other staff 

 Basic numeracy skills and ability to follow accounting processes for the handling of petty cash 

 Ability to work effectively and efficiently with minimum supervision in a busy, interruptive environment 

 Previous reception/customer-service experience an asset 

 Demonstrated understanding and commitment to health and safety policies, procedures and applicable 

legislation  

 Ability to manage effectively and maintain composure in emergency and routine situations  

 Demonstrated commitment to the Mission, Vision, Values, Ethics and strategic directions of  Providence Care 

 Demonstrated ability to create an inclusive and welcoming environment that values each individual; respects 

their values, preferences and unique abilities; and mitigates against the experience of stigma 

 Demonstrated commitment to ongoing process improvement and delivering outstanding quality and results  

 Demonstrated positive approach and resilience toward innovation and change, and ability to quickly adapt 

to evolving workplace standards of practice  

 Demonstrated understanding and alignment to, expectations and deliverables of the organizational, 

department and team goals; effective stewardship of resources 

 Demonstrated interpersonal, written and verbal communication skills and ability to demonstrate tact and 

diplomacy with diverse groups of stakeholders 

 Demonstrated ability to effectively work independently with proven reliability and trustworthiness   

 Demonstrated ability to organize and prioritize work effectively, manage a full work-load and meet deadlines 

in a busy environment with frequent interruptions   

 Demonstrated trouble shooting skills and ability to problem solve issues that may arise in carrying out the 

duties of this position  

 Demonstrated commitment to continued learning and professional growth 

 Demonstrated effectiveness as a team member through collaboration, respect and effective communication 

 Demonstrated understanding and commitment to health and safety policies, procedures and applicable 

legislation, promoting a physically and psychologically safe environment for everyone 

 Demonstrated good physical condition to meet the physical demands of the position and attend work on a 

regular basis 

 Bilingual in French and English language, preferred  


