The Centre

Skills Development & Training

Position: Administrative Receptionist thecentre.on.ca

Company: Rehabilitative Services

Location: Mississauga Posting Date: May 10/17
Position Type: fulltime Closing Date: June 30/17
To Apply: clarksonweb@thecentre.on.ca Post ID: | M192

Posting Details:

Reception -administration Job

We are a Rehab and weight loss clinic located at the Steeles/Kennedy in Brampton. We
are looking for motivated employees for reception and administrative
positions/assistance in prepping patients for medical care. (Training will be provided).

- Computer skills are required

- Strong communication skills- customer care

- Educate patients about the services and healthcare options

- Communicate with clients about the appointments and follow-up

- Communicate with Insurance companies and government agencies

- Administrative role- completing forms and paperwork for clients

- Should be available for flexible shifts- business is open seven days a week
- Should be available for evenings and weekends
- Should have valid work status in Canada

To apply, please contact your Employment Advisor;
Non-registered applicants, please email your resume to clarksonweb@thecentre.on.ca

using the Post ID number above.
Thank you!

The Centre for Skills Development & Training works on behalf of employers and
job seekers to match candidates to local opportunities.
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