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Casual/On-Call Receptionist

Location Siksika Health Services Posted Date April 24, 2026
Reports to Human Resources Manager Deadline TBD
Position Status On Call Annual Salary Based on Experience and

Education

Position Summary

Siksika Health Services is seeking dependable and professional Casual Receptionists to provide front desk and
administrative support across multiple SHS programs and facilities. This role supports a variety of service areas including
healthcare, mental health, substance use, community wellness, Elders services, daycare, recreation, and administrative
programs. The Receptionist helps create a respectful, welcoming, and culturally safe environment for clients, families,
staff, and community members. Duties include greeting visitors, answering phones, scheduling appointments, supporting
clerical tasks, and providing administrative coverage across different SHS locations as operational needs change.

Responsibilities include, but will not be limited to:

e Welcome and assist clients, visitors, and community members.
Answer phones and direct calls and inquiries.
Schedule appointments and support front desk operations.
Provide clerical support including filing, scanning, and data entry.
Maintain confidentiality and professionalism at all times.
Support multiple SHS programs and facilities as operationally required.
Help maintain clean, respectful, and welcoming reception areas.
Support clients in a calm, respectful, and culturally safe manner.
Perform other related duties as assigned.

Education & Experience

e Minimum Grade 12, certification in office management is an asset; preference for office administration or medical
office assistant education
Superior time management skills, multitasking skills, and the ability to prioritize tasks with minimal supervision.
A professional, responsive, and positive work attitude is essential.
Resourcefulness and flexibility
Previous experience in handling confidential or sensitive information; knowledge of applicable data privacy laws.
Knowledge of supplies, equipment, and/or services ordering, as well as inventory control of these items.

Other Requirements
e Valid driver’s license and reliable transportation
e Criminal record & Vulnerable sector clearance.
e Awareness of Indigenous languages and cultures (an asset).

How to Apply
*Please contact Siksika Health Human Resources for full job Siksika Health Services
description. Human Rgsources Department
Only those selected for an interview will be contacted. HR Recruitment Officer
Contact Info:
Email: Recruitment@siksikahealth.com
*For additional information or to apply, please submit your Phone: 403-361-1358
resume, cover letter, education documents, two reference letters
and criminal record check to:
ﬁ;w\\ Siksika Health Services is a not-for-profit organization which provides Primary Care and Community Wellness
[/ coumenostion | support. The facilities are used by our Proud Siksika Nation Members and our friendly surrounding

“ communities. We are a very enthusiastic, empowering and encouraging team. Our Mission is to strive for
accountable efficient services delivery and our Vision is to proactively provide quality and holistic health care.
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