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EMPLOYMENT OPPORTUNITY
Norway House Cree Nation – Primary Care Clinic is seeking the services of a 
Electronic Medical Records (EMR) Administrator & Privacy Officer
FULL TIME PERMANENT

Under the direction of the Clinic Manager, the EMR Data Administrator & Privacy Officer is responsible for the daily administration, maintenance, security, and optimization of the Electronic Medical Record (EMR) system and related health information processes. Responsible for the orientation and introduction of new clinic staff with Clinic Manager.  Also required to work with EMR Data Clerk to plan the sorting of documents into document type, scan document and migrate the data into the EMR System. 

Qualifications:
· Minimum High School diploma required
· A combination of education and experience may be considered
· Ability to maintain confidentiality and knowledge of Personal Health Information Act (PHIA), The Personal Health Information Protection Act (PHIPA), The Personal Information Protection and Electronic Documents Act (PIPEDA), and The Freedom of Information and Protection of Privacy Act (FIPPA). 
· Knowledge of medical terminology required
· Course or Certificate of Medical Terminology an asset
· Baccalaureate Degree in a related discipline or Certified Clinical program is an asset.
· Proficient in Microsoft Word, Excel and Outlook required
· Proficient in the use of computer systems, electronic health records (EHR/EMR), and healthcare technology applications.
· Advanced computer proficiency, including Windows operating systems, networked environments, mobile devices, and healthcare information systems.
· Ability to manage and operate electronic medical records (EMR) systems and medical information software programs, including Accuro, Home Clinic, and EChart.
· Excellent analytical and interpretation skills along with demonstrated experience of problem solving and conflict resolution. 
· Ability to plan, organize, prioritize, and manage workload in a fast-paced healthcare environment while meeting deadlines with minimal supervision.
· Excellent oral and written communication skills. 
· Ability to clearly communicate clinical, technical, and privacy-related information to both technical and non-technical stakeholders/staff.
· Team and project management skills.
· First Aid and CPR training (up to date) required
· Must have a valid Manitoba Driver’s License with a clean driver’s abstract
· Must have a satisfactory Canadian Criminal Record, Child Abuse Registry and Vulnerable Sector Check (may be required)
Specific Accountabilities:
· Monitor, maintain, and optimize EMR system operations while ensuring adherence to patient data standards and documentation requirements.
· Serve as the clinic Privacy Officer by monitoring compliance with privacy legislation, conducting audits, investigating privacy incidents, recommending corrective actions, and supporting privacy education initiatives.
· Oversee the planning, locating, preparing medical records prior to scanning of Medical Records
· Ensuring the regular maintenance of EMR System including daily data backups and user auditing 
· Develop, implement, and maintain quality assurance processes to ensure the accuracy, completeness, and integrity of migrated and ongoing EMR data. (Home Clinic Shared Health Data Base)
· Coordinate and deliver EMR orientation, training, and ongoing education to staff and healthcare providers to promote effective system utilization and adherence to clinic workflows.
· Working collaboratively with members of the clinic to support efficient flow of clinical workflow during operations and documenting workflows and support other clinical need
· Work on generating operational metrics and reports to analyze clinical operational efficiency
· Require to provide EMR support to EMR users by coordinating support calls between clinic operators and QHR Technology Support staff
· Administer EMR user and provider accounts, including account creation, access management, role permissions, auditing, and account maintenance in accordance with organizational policies and privacy requirements, with the Clinic Manager

The ability to communicate in Cree is a definite asset!
Aboriginal applicants are encouraged to self-declare when submitting applications and resumes
All applications and resumes will be screened by the selection committee and only those contacted will receive an interview!

APPLY IN WRITING DIRECTLY TO HUMAN RESOURCES BY SUBMITTING RESUME COMPLETE WITH 3 PROFESSIONAL REFERENCES, CRIMINAL RECORD CHECK, ADULT AND CHILD ABUSE REGISTRY CHECK TO…

Celestine Albert, Director of Human Resources 				Bessie Folster, Health HR Administrator
Norway House Cree Nation   P.O Box 250  R0B 1B0				Norway House Cree Nation    P.O Box 250   R0B 1B0
calbert@nhcn.ca								bfolster@nhcn.ca 

DEADLINE FOR APPLICATION IS ON FRIDAY, JUNE 12, 2026
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