
 
 

NON UNION JOB POSTING - NURSING SERVICES 
2019 03 04 

 

Full-time Administrative Assistant 
Position to commence --  May 27, 2019 

 
Embracing the health and hearts of the community 

 

A full-time position is available for an Administrative Assistant provides who provides administrative 
support to nursing services. The Administrative Assistant is responsible for various duties as assigned by 
the Chief Nursing Officer and the Nursing Directors. He/she provides staffing and scheduling support 
and is responsible for drafting numerous schedules, as well as providing daily staffing duties including 
replacing shift vacancies and maintaining and submitting payroll data. He/she also supports various 
committees and prepares agendas and minutes as required. He/she supports ongoing education and 
assists in record keeping for staff education initiatives.  He/she also completes other projects as 
required. 
 

Hours of work:   Monday to Friday 0830-1630 
 
Qualifications: 

1. Completion of a recognized post-secondary administrative program is required 
2. Minimum of 2 years of experience in staff scheduling and staffing required 
3. Experience in a 24/7 unionized environment is preferred 
4. Previous experience in a health care environment is preferred 
5. Excellent written and verbal communication skills is required 
6. Excellent customer services skills 
7. Excellent computer skills required (Microsoft Office-Word, Excel, Powerpoint, Access, Outlook) 

along with a typing speed of 60 W.P.M is required 
8. Excellent organizational skills, including ability to prioritize and initiate work are required 
9. Ability to work independently with minimal supervision as well as collaboratively within a team 

is required 
10. Ability to handle sensitive and confidential issues/information in a professional manner 
11. Demonstrates a commitment to health and safe workplace for self and others (staff, patients, 

families, and others) by taking all reasonable precautions and working in compliance with 
hospital related policies, health and safety legislation and best practices and completing 
mandatory education as required. 

12. Demonstrated satisfactory work performance and attendance history 
13. Commitment to the Mission, Vision and Values of Haldimand War Memorial Hospital 

 

 
Instructions to Applicants:  Haldimand War Memorial Hospital & Edgewater Gardens welcomes and 
encourages applications from people with disabilities. Accommodations are available on request for 
candidates taking part in all aspects of the selection process. 
 
Please forward your resume and letter of application to Sharon Moore, VP/CNO, smoore@hwmh.ca by 
1500 hours March 11, 2019 

mailto:smoore@hwmh.ca

