Intercare: The Heart of Excellence!

Intercare is an Alberta-based company with four
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Care Centres in the Calgary area providing health

and life enrichment services in continuing care. CORPORATE GRPUP INC.

POSITION:
Unit Clerk

SUMMARY:

-Responsible for the provision of clerical, reception and other related duties for Care
Service customers (i.e. Residents, Guests, Staff)

-Follows policies, procedures and work routines

-Ensures a safe and clean work environment

-Works in partnership to improve the performance of individuals, teams and the
organization in providing improved customer service for residents, guests, and staff

QUALIFICATIONS:

-Grade 12 graduate

-Graduate of a recognized Unit Clerk course

-Previous experience is desirable

-Computer training or typing skills an asset

-Ability to read, write and comprehend the English language

-Mentally and physically able to perform duties as outlined

-Ability to work independently with minimal supervision and to complete assignments in
a timely manner

-Demonstrates concern and interest in providing a safe and attractive environment for
facility customers, i.e., residents, guests, and staff

-Demonstrates effective communication, problem solving and organizational skills
-Ability to function as an effective team member with other Staff, Residents, Families
and the Public



