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We regret that we will only respond to those applicants chosen for an interview. We thank all applicants 
for their interest 

 

Employment Opportunity 
Medical Office Assistant 

 

Salary Range: CAD $28-35/ hour 
 

Éyameth’ Health Centre services are designed to provide wraparound, team-based primary care, mental 
health and traditional wellness services for all residents of the Fraser North region. We will have a pharmacy 
and a level one lab on site. 
m 
It is expected that the centre will initially operate Monday to Friday (excluding Statutory Holidays) during 
regular business hours (this may change over time due to operational need. The MOA is often the first point of 
contact with our community, and we need to ensure they represent a welcoming, culturally safe approach 
and adhere to “every door is the right door” principles. 
m 

Reporting to the Clinical Operations Manager, the Medical Office Assistant is required to act independently, 
and as a member of a multi-disciplinary team within our organization, following program guidelines and 
standards. This position provides reception and clerical services, as well as assists with data entry. This 
position assists with tasks that are a cross responsibility of all team members, ensuring our operations are 
smooth and client focused. 
m 
Responsibilities: 

1. Grade 12 or equivalent (GED) 
2. Certificate from a recognized Medical Office Assistant program 
3. One year's recent, related experience or an equivalent combination of education, training and 

experience. 
4. Ability to type 40 wpm. 
5. Have a cultural approach to customer/patient delivery. 
6. Ability to operate all related office and medical equipment. 
7. Physical ability to perform the duties of the position. 
8. Provides reception services, including telephone inquiries, scheduling appointments, arranging for 

patient referral to specialists, special tests, and other care providers. 
9. Performs assigned clerical tasks, including typing, copying assembling and maintaining files/charts, 

and transcribing patient notes, correspondence, and reports. 
10. Performs data entry for the purposes of patient registrations, MSP billing information for Teleplan 

System. Notifies Supervisor of outstanding aged and rejected claims, MSP Remittances and 
Adjustments. 

11. Prepares examination and treatment rooms for patient visit, including cleaning and setting up of 
equipment, with support from nursing and allied health. 

12. Escorts patients to the appropriate examination room and ensuring adequate resources are in place for 
all users of the space. 

13. Assists Physician/Nurse Practitioner with clinic procedures, such as examination room preparation for 
removal of warts; pap smears and performs lab stick urine testing. 

14. Cleans and packages small surgical/procedures instruments according to standard protocols. 
15. Receives payments from patients, codes payments into the cash receipts journal. 
16. Works with the team to assist in ordering, maintaining, receiving and checking supplies, equipment and 

reference material. 
17. Participates in the orientation of new staff and students; maintains manuals. 
18. Liaises with staff of health care and traditional team members within the organization, as well as 

general practitioners' offices to provide program related information.  
19. Reports unusual occurrences and risk management issues. 
20. Participates on committees and attends meetings as assigned. 
21. Performs other related duties as assigned, as a vital part of the team. 

 

Type of Position: Full-time position.  This position is subject to a 3-month probationary period and 
performance evaluation. 

 

Application Deadline: Open Until Filled 
Candidates will be screened according to the qualifications/requirements and are required to submit a resume, 
cover letter and 2 letters of reference.   Please fax, mail or email your application to: 
 

Sts’ailes, ATTN:  Human Resources Office 
4690 Salish Way, Agassiz, BC V0M 1A1- Fax # 604-796-3946 

Email: humanresources@stsailes.com 


