
JOB OPPORTUNITY 

RECEPTIONIST, REGULAR FULL-TIME  
INTERNAL POSTING, COMPETITION #2016-06 

 

 

Salary Range:                        $19.81/hour - $20.84/hour 
Location:                               Front Ave. Brockville 
Job Type:                              Full-Time, 37.5 hours every week 
Shifts:                                     Monday to Friday, 8:00am to 4:30pm (A compressed work schedule is not an option) 
Reports to:                           Manager, Communications and Development 
 
The Receptionist is the primary staff at the main reception desk for LLGAMH during the daily hours of operation, 
handling telephone calls, greeting clients and visitors, serving agency staff and responding to general 
inquiries.  This is a pivotal role acting as first contact for the agency, requiring a professional, courteous demeanor 
and the ability to handle multiple tasks with efficiency and poise. 
 

Responsibilities and Duties: 
 

 Receive, field and redirect incoming telephone calls to the appropriate agency and/or staff.  Record and 
deliver messages appropriately 

 Maintaining staff telephone directory across all locations of the agency 

 Assisting staff with telephone operations, resetting passwords and troubleshooting voicemail systems 
issues 

 Greet walk-in clients/visitors for appointments and advise staff of their arrival.  Redirect clients to 
appropriate agency or provide additional resources if required 

 Provide new clients with registration form, assist as required and enter data appropriately on client 
management software system when form is complete 

 Responsible for incoming and outgoing mail and couriers, including date stamping mail, sorting and 
distributing to staff, filing waybills etc… 

 Make appointments or place reminder telephone calls to clients for appointments on behalf of clinicians 
or psychiatrists as required 

 Maintain office supply levels, providing access to supplies as required 

 Oversee office equipment such as fax machines, photocopiers 

 Maintain an Excel database of agency contacts for mail-outs and mass communication purposes 

 Respect and maintain privacy and dignity of clients; assure client confidentiality at all times 

 Must learn client management software operations sufficiently to perform all tasks within the software 
program, including data entry, navigating client files, adding clients, running reports or other tasks as 
assigned 

 Provide clerical support for clinicians and psychiatrists as required 
 
 
Qualifications: 
 
Education, Training and Experience: 

 Diploma in Office Management or Administration is required 

 Medical Transcriptionist Certificate or Diploma preferred 

 Experience working in mental health and addictions services setting preferred 

 Experience working with a multiple line telephone and voicemail system 

 Experience handling emergency situations and working with potentially difficult client behaviour 

 Current First Aid and CPR Certification 



 Clear Vulnerable Sector Check 
 

Skills and Abilities: 

 Keyboarding skills of 50 wpm or higher 

 Must be able to calmly handle multiple interruptions/demands while working with deadlines 

 Have good understanding of community support programs and resources  

 Ability to learn new software quickly 

 Advanced knowledge of office procedures, computer applications including MS Word, Outlook, Excel, 
PowerPoint, Adobe and Acrobat 

 Must be able to work independently and interdependently 

 Must be willing to update skills and knowledge on an on-going basis to keep current with latest effective 
and efficient office procedures.  

 Good analytical skills to gather and disseminate information from different sources 

 Effective communication, interpersonal, and conflict resolution skills  

 Requires analytical skills to gather and disseminate data from different sources 

 Ability to adapt to changing environments  
 

This internal competition is restricted to current regular full-time, regular part-time and casual employees of 

LLGAMH. 

 

Posting Date:  February 11, 2016                                                                                                      

Closing Date:  Feb 17, 2016 
 

Please submit a cover letter and resume referencing the competition # to: 
 

 

Danielle Groulx, CHRP 
Human Resources Generalist 

 
www.llgamh.ca 
243 Perth St. 
Brockville, Ontario K6V 5E7 
T: (613) 342-2262 X 5390  | Cell: 613-803-7614 | TF: 1 (866) 499-8445 
F: (613) 342-6020 | groulxd@llgamh.ca 
 
 
 

http://www.llgamh.ca/
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