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Job description
Job Title: Project Coordinator 
Hours: Permanent full time position Monday – Friday 
Reports To: Finance Manager
Primary Function or Purpose of Job or Position
Credit Valley Family Health Team (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 also 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 15,000 patients in Mississauga. The CVFHT also has a mandate to provide French language primary care services to the Francophone community.
[bookmark: _Int_oxhNnu8h]Project Coordinator will support administrative tasks as assigned by senior management from time to time. Organize and communicate all details of project updates to the Finance Manager and other team leads. Project Coordinator will be responsible for bridging communication between the Clinic, Service desk, management, and other stakeholders. 
_________________________________________________________________
Main Responsibilities:
· Act as the first point of contact for any staff seeking technical (hardware/software/basic networking) assistance and support
· Be the go-to person for Level 1 Helpdesk support
· Install, configure and maintain computer hardware and printers at all sites
· Coordinate regular workstation system update and patches
· Manage provision of new laptop/desktop/other computer related equipment or software licenses and assist in IT asset management
· Create and maintain current equipment inventory
· Create/maintain user accounts
· Provide basic user training and develop user guides for staff
· Provide support services to internal teams and troubleshoot directly through calls or emails
· Troubleshoot technical support incidents and problems for our office staff and customers
· Demonstrate excellent service skills throughout the support process
· Maintaining internal documentation and compliance towards organizational policies and procedures
· Assisting with internal initiatives relating to infrastructure and service improvements
· Provide administrative support to managers as and when required
· Log all requests, incidents and actions taken in a ticketing system, ensuring accurate records and tracking
CORE COMPETENCIES:

· Previous experience in an IT Helpdesk or IT Technical Support role is an asset
· Hands-on experience configuring and troubleshooting mac OS and Windows computers
· Experience in EMR (preferably Accuro) is an asset
· Experience with standard networking equipment (Routers/Switches/Wireless Access Points) is an asset
· Detail-oriented with excellent verbal and written communication skills
· Excellent Customer service skills
· Focus on time management and organization skills while multitasking
· Ability to demonstrate consistent follow-through on assigned tasks and projects
· Ability to manage time effectively and efficiently, including punctual responsiveness.
· Ability to multi-task and adapt to changes quickly
· Self-motivated, with a desire and the ability to work in a fast-moving team environment 

JOB SPECIFIC REQUIREMENTS:
· College Diploma in Computing or relevant field in Computer Science, Computer Systems Technician, or Network Administration. With a Minium 3 years of experience in related field
· Experience in troubleshooting computer and software applications
· Demonstrate good listening and communication skills
· Ability to meet deadlines and attention to details
· Working with volunteers in a non-profit setting will be an asset
· Clear background check
· Exceptional customer service, communication, problem-solving and patience

Job Type: Permanent Full-time
CVFHT provides competitive salary and benefit including pension plan (HOOPP), 
Group Health Insurance plan.

To apply for this vacancy please submit a resume with cover letter here or via email to hr.cvfht@thp.ca.
In accordance with the Accessibility for Ontarians with Disabilities Act and the Ontario Human Rights Code, Credit Valley Family Health Team will provide accommodation throughout the recruitment and selection process. If you require accommodation, we will work with you to meet your needs to ensure your equal participation.
All personal information is collected under the authority of the Freedom of Information and Protection of Privacy Act. Please note, only those candidates selected for an interview will be contacted.
[image: ]
image.png
CREDIT-VALLEY
Equipe de Santé Familiale = Family Health Team




image2.png
2300 Eglinton Avenue West * Suite 101 * Mississauga, ON *+ L5M 2V8 - T: 905.813.3850




