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Medical Office Assistant – Bilingual

Reports To: Operations Manager
Status: Permanent Full Time

Hours: 1 FTE

Locations: 2300 Eglington Ave. West Suite 101/105/306 Mississauga ON L5M 2V8
and Suite 302 2000 Credit Valley Road Suite 302 Mississauga ON L5M 4N4

Job Description: CVFHT is an Academic Family Health Team affiliated with Trillium Health Partners and the University of Toronto. It is an engaging inter-professional primary care team dedicated to continuous learning and excellence within primary care with a demonstrated track record of impactful quality improvement activities. It is a not-for-profit organization that receives funding from the Ministry of Health and Long-Term Care and provides primary health care services to over 12,000 patients in Mississauga.
The CVFHT also has a mandate to provide French language primary care services to the Francophone community. The MOA supports the professional staff and learners of the Credit Valley Family Health Team and CVH Family Medicine Teaching Unit in providing exceptional quality care to all patients and their families.

Medical Administrative Duties:
· Greets and registers patients to the clinic in a professional friendly manner.
· Screens patients for infection and cough and directs accordingly
· Enters/checks all demographic, contact (including email) and health card    information accurately electronically and also does manual check.
· Ensures all forms required are handed out, explained, completed and collected.
· Prints encounter sheets and labels.
· Comfortable screening community phone calls and triage to appropriate department
· Triages phone calls to direct to other team members when required for urgency and support
· Books appointments as required
· Collects money and creates invoices
· Reconciles cash/cheques with outstanding invoice and prints receipts
· Cleans and organizes reception area and maintains waiting room
· Answers phones in a timely and courteous manner
· Manages interactions proactively and deescalates challenging situations
· Takes care of assigned physicians; follows up on tasks such as patient recalls to clinic, diagnostic tests, typing letters, scanning, sending and tracking referrals and other relevant task
· Ensures tasks assigned in EMR system are completed in a timely fashion.
· Sorts and distributes mail
· Ensures all billing sheets are handed in on time
· Trouble shoots minor IT issues or alerts IT department or consultant as needed
· Supports FHT activities such as notes at meeting, statistical collection
· Participates in continuous quality improvement efforts including projects and tests of change
· Event coordination

Clinical Duties:
Sets up and cleans rooms, including removal of dirty instruments between patients and at end of day
Checks and reports any equipment maintenance or general cleaning concerns on a timely basis and immediately as hazards present
Stocks rooms liaising with other staff to ensure a just in time supply and avoiding over stocking
Prepares pamphlets and packages, stamps requisitions
Checks and stocks clinical forms
Couriers paper work from front desk to clinical areas
Sorts mail and distributes as needed
Supports the medical office administrative staff as needed including booking follow up appointments, making reminder calls, scanning etc.

Formal, Minimum Required:
High school graduate.
Graduate of a Medical Secretarial Program and/or related office administration course preferred, but not necessary.

Ability to speak French is an asset.
Job Type: Full-time
Salary: $18.00-$20.00 per hour
Expected hours: 37.5 per week
Benefits:
· Dental care
· Disability insurance
· Employee assistance program
· Life insurance
· Paid time off
· Vision care

Schedule:
· 8-hour shift
· Monday to Friday
· Weekends as needed

Ability to commute/relocate:

· Mississauga, ON L5M 4N4: reliably commute or plan to relocate before starting work (required)

Education:

· Secondary School (preferred)

Experience:

· Customer service: 2 years (preferred)

Language:

· French (required)

Work Location: In person
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