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                      Anishinaabe Abinoojii Family Services

We invite applications for the following position:

                                                  RECEPTIONIST
                                                Contract Position

To August 31, 2019 with Possible Extension 

Location-Kenora

General Description:

The Receptionist is responsible for serving visitors by greeting, welcoming, directing and announcing them. The Receptionist is the first point of contact for many with the agency, and shall perform all duties professionally, respectfully and graciously demonstrating at all times the Mission of the agency. The Receptionist reports directly to the Director of Finance and Administration. 

Qualifications:

· Community College Diploma, or High School Diploma with two years direct experience; although a combination of related education, experience, and skills may be considered;

· Basic knowledge of the Child, Youth and Family Services Act and Regulations, Customary Care, First Nation communities, family structure, as well as local customs and traditions;

· Committed to ensuring the highest level of confidentiality at all times with a thorough understanding that all matters related to clients, staff, and all other agency matters must be kept confidential; 

· Ability to coordinate all reception services and to receive clients, community members, Elders, caregivers, guests and all general public attending the office in a professional, respectful and gracious manner and announce their arrival to the appropriate staff member;

· Ability to receive all incoming telephone calls in a professional, respectful and gracious manner and forward to the appropriate staff member, or if unavailable, take a message and/or provide general non-confidential information;

· Ability to assess urgent matters and ensure appropriate staff member is notified promptly;

· Ability to use discretion and tact when dealing with irritated or upset callers and/or visitors; 

· Experience with computers and office methods and procedures to include incoming and outgoing mail and faxes;
· Superior communication and interpersonal skills;
· Excellent multi-tasking skills with the ability to meet the demands of a high volume, fast-paced front desk, telephone and reception area;

· Must provide a clear Vulnerable Sector Check and Drivers Abstract; and

· Ability to speak Anishinaabemowin is preferred and a definite asset.

Typical Working Conditions:

The work is performed in an interior and office environment located in the offices of AAFS. The position requires a normal range of hearing and clear speaking voice to answer phones and welcome guests and to sit for extended periods of time, walk, stand, stretch, bend, crouch, kneel and lift/carry up to 30 pounds. Use of hands, fingers and arms to hold a telephone, type, photocopy and fax. Occasional stress from fast-paced and varying demands with moderate to high noise level. Frequent contact with co-workers, visitors, children, youth and families.  
Salary Range:  $29,654- $34,883 per annum 

Closing Date:

No later than Monday, September 10, 2018 at 4:30 p.m. Late applications will not be accepted.

Submit applications with cover letter quoting file #RKEN20180910 to:

Director of Human Resources c/o 20 Main Street South, Kenora, Ontario P9N 1S7

Fax: (807) 548-1345 or by E-mail to AAFS.HumanResources@aafs.ca 

Miigwetch to all who apply.  Only those selected for an interview will be contacted. No phone calls please.

AAFS welcomes and encourages applications from people with disabilities.

Accommodations are available on request for candidates taking part in all aspects of the selection process.

All interviewees must provide a current Vulnerable Sector Check, Drivers Abstract, and 3 Supervisory References at time of interview.
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