Bl Do oo Statement of Merit Criteria and Conditions of Employment

Selection process number: 022-BC-05-26

Position title: Common Services Clerk (Medical)
Classification: LE-A1 (€4,008.08 EUR per month)
Organization/Unit: SHAPE Healthcare Facility
Location: Casteau, Belgium

(Candidates interested in this position are required to first apply to the RCPO Inventory https://dnd-mdn.hiringplatform.ca/processes/109368-rcpo-inventory?locale=en

Essential qualifications

Completion of secondary education or an equivalent combination of education, training or experience. An
equivalent combination of education, training and/or experience is defined as experience consisting of a
minimum of two years, providing administration support services in an office environment.

Experience providing administrative support services in an office environment.

Experience working with Microsoft Office application such as Outlook, Word, Excel, Powerpoint, Teams,
SharePoint Online.

Ability to communicate effectively orally

Ability to communicate effectively in writing

1. Client service orientation

2. Teamwork

3. Discretion

4. Reliability

5. Interpersonal Skills

6. Ability to work independently

Official language proficiency: English Essential
Other official language information: French is an asset

Asset qualifications
- Experience providing client/customer service is an asset but not essential.

- Experience in financial administration and/or providing budget support services is an asset but not essential.

- Ability to communicate effectively orally in French is an asset but not essential.

Operational requirements

- Depending on work requirements, hours of work may vary from time to time.
- Willingness and ability to complete mandatory education/training relevant to the position, and maintain the relevant certification
throughout the duration of employment.

Organizational needs

- For operational or unforeseen business reasons, employees must be willing and able to work from home, if requested to do so
by their supervisor.

Conditions of employment
Reliability and security: | Must be able to obtain and maintain a Reliability Status
Other conditions of employment

- Must be able to obtain and maintain a vulnerable sector check
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6. Ability to work independently


	Selection process number: 022-BC-05-26
	Position title: Common Services Clerk (Medical)
	Classification: LE-A1 (€4,008.08 EUR per month)
	Organization/Unit: SHAPE Healthcare Facility
	Location: Casteau, Belgium
	Text Field0: - Must be able to obtain and maintain a vulnerable sector check
	Text Field1: 


