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EMPLOYMENT OPPORTUNITY

Norway House Cree Nation – Health programs are seeking the services of 

HOME & COMMUNITY CARE SECRETARY/RECEPTIONIST
FULL TIME PERMANENT

The Secretary/Receptionist will be responsible for receiving the public in person and/or on the telephone, and will take direction, instruction, and supervision from the Home & Community Care Manager by implementing the following specific accountabilities:
QUALIFICATIONS:

· Grade 12 (or equivalent) or a completion of Post Secondary Education in a related field.

· Strong computer skills of all Microsoft Office Programs.

· Strong oral and written communication skills.

· Ability to work with minimal supervision.

· Ability to understand and speak Cree.

· Must be punctual and reliable.

· Strong knowledge of NHCN Home & Community Care Program Policies.
· Must provide a satisfactory Canadian Criminal Record Check, Child Abuse Registry Check and Vulnerable Sectors Check (may be required).
SPECIFIC ACCCOUNTIBILITIES:
· Maintains and updates all client files.
· Provides information to the public on routine enquiries.
· Directs public to appropriate persons with the Homecare Program.
· Records and delivers messages to and from home care employees.
· Screens, if necessary, all incoming telephone calls.
· Records and dates stamp all incoming mail/packages and distribute same to appropriate personnel.
· Types correspondence, reports, related materials for homecare, and takes minutes. 
· Responsible for maintaining of office equipment. (i.e. fax machine, photocopier)
· Photocopy and collect documents for distribution.
· Receives documentation (s) (i.e. doctor reports. discharged summaries, etc.) and file in client files.
· Responsible for faxing documentation to the appropriate persons/resources.
· Enters data into DCI reporting requirement for the FNIHB. 
· Performs related duties as assigned.
The ability to communicate in Cree is a definite asset!

All applications and resumes will be screened by the selection committee and only those contacted will receive an interview

Aboriginal applicants are encouraged to self declare when submitting applications and resumes

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

Celestine Albert, 




Bessie Folster

Director of Human Resources


Human Resource Administrator 

Norway House Cree Nation


Norway House Cree Nation 

P.O Box 250       R0B 1B0


402050 Walter & Margaret RD, R0B 1B0

calbert@nhcn.ca




Bfolster@nhcn.ca
DEADLINE FOR APPLICATION IS WEDNESDAY, OCTOBER 21, 2026
