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EMPLOYMENT OPPORTUNITY
Norway House Cree Nation –Primary Care Clinic is seeking the services of 
Two (2) Electronic Medical Records (EMR) Data Entry Clerks

Under the direction and supervision of the EMR Administrator & Privacy Officer, the EMR Data Entry Clerk is responsible for data and maintaining digital databases. Data input, verification entering various sources of documents forms into digital databases, ensuring accuracy, validating entered information. Data maintenance. Updating maintaining database.

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
· Proficient in Microsoft Word, Excel and Outlook required
· Proficient in the use of computer systems, electronic health records (EHR/EMR), and healthcare technology applications.
· Demonstrated knowledge and experience maintaining medical records and filing systems, compiling statistics and processing personal health information
· Excellent written/oral communication skills with strong interpersonal skills
· Ability to manage and operate electronic medical records (EMR) systems and medical information software programs, including Accuro and EChart.
· Ability to work and collaborate with a multi-disciplinary team 
· Ability to plan, organize, and manage workload effectively in a fast-paced environment.
· Ability to prioritize workload and maintain focus with frequent interruptions and spontaneous  requests for assistance
· Ability to take initiative and perform job duties with minimal supervision, while learning, understanding, and applying EMR processes, procedures, and responsibilities.
· First Aid and CPR training (up to date) required
· Must have a valid Manitoba Driver’s License with a clean driver’s abstract
Specific Accountabilities:
· Prepare, compile and sort documents for data entry, creating spreadsheets to track important information. Organizing existing data in spreadsheets.
· Review, verify, and correct data from source documents to ensure accuracy, completeness, and consistency.
· Obtain further information for incomplete documents
· Update data and delete unnecessary files
· Combine and rearrange data from source documents where required
· Transferring data from hard copy to digital databases.
· Manage the daily digitization and upload of medical reports, laboratory results, and patient documentation to maintain accurate electronic records.
· Updating patient information in a database, verifying outdated data and making necessary corrections.
· Operating office equipment like scanners, printers/labelers and computer/laptop. Ability to troubleshoot basic IT issues. 
· Providing occasional administrative support.
· Assisting with special projects that require extensive data entry.

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					Bessie Folster 
Director of Human Resources			Health HR Administrator
Norway House Cree Nation			Norway House Cree Nation 
calbert@nhcn.ca					BFolster@nhcn.ca

DEADLINE FOR APPLICATION IS ON FRIDAY, JUNE 12, 2026 @ 4:30 PM
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