Diabetes Regional Coordinating Centre de coordination régional de lutte

Centre in the Champlain LHIN contre le diabéte dans le RLISS de
420 Cooper street Champlain

Ottawa, ON 420 rue Cooper

K2P 2N6 Ottawa, ON

K2P 2N6

Full-time Bilingual Executive Assistant

DIABETES REGIONAL COORDINATING CENTRE CHAMPLAIN LHI N

As part of the Ontario Diabetes Strategy, the Migief Health and Long Term Care is creating a Begi
Coordinating Centre (RCC) in each Local Healthdné¢ion Network (LHIN). As a MOHLTC initiative, h
RCCs are responsible for the coordination of angravements in outcomes across the continuum of tara
prevention to primary and tertiary care, so thdhiiduals living with, or at risk of developing diates have
access to the services they need as close to t®pusaible.

The RCCs will leverage local resources and existixpertise to ensure coordination of diabetes sesvdcross
the Champlain region. The RCC will demonstratertiggon’s ongoing commitment to quality care, clalic
excellence and client satisfaction.

This new initiative is aligned with the ChamplaiklIN’s mission to link services that help people ngixe
their health by building a coordinated, integraded accountable health system for people wherevaed they
need it. The Champlain region covers close to IB900 km. with a population of 1.2 million. Thigyien
encompasses urban and rural differences, langumbeudtural diversity, including a significant aiginal and
francophone population, as well as economic vdiigbi

POSITION SUMMARY :

TheExecutive Assistantprovides administrative support to the Regionatidstrator of the Diabetes
Regional Coordination Centre (DRCC). This positioaintains links with key external partners and ast
liaison with CCHC’s Corporate Services Team.

The Executive Assistant major responsibilities

Assists the Regional Administrator and other DRG@amm staff with word processing, drafting letters,
distributing confidential materials, sending faxesking photocopies, ordering of resources, and
other administrative support as required.

Prepares information kits, assists with logistmsrheetings.

Responsible for outgoing mail, mail outs, and naiimg mailing lists for the DRCC and its Regional
Committee.

Attends Staff Team meetings, develops agendas(isuitation with the Regional Administrator),
records and transcribes minutes.

Attends DRCC Regional Committee meetings, devedg@ndas (in consultation with the Chair),
records and transcribes minutes; collects, compihekdistributes information and maintains all
DRCC Regional Committee material including Actiogeims and Advisory Committees.

Creates, and maintains file system for the DRCCisinesponsible for overseeing the central filing
system.



Arranges internal/external meetings as requested.

Make travel arrangements for staff.

Provides other administrative assistance to thedRagAdministrator as necessary and from time-to-
time assists with recording minutes and logistorseiternal meetings.

Handles confidential material, sends faresails, provides photocopies, makes phone catisnges
logistics for meetings as required and maintaihBRICC Regional Committee files.

Orders equipment, furniture and business cards.

Maintains and stocks office supplies for DRCC Team.

Coordinates language translation.

Checks and responds to general email and faxefamdrds to other staff as necessary.

Maintains up-to-date records of diabetes programtShamplain LHIN.

Designs and produces (with the assistance of the@®Ream and sub committee) newsletters,
brochures, fact sheets and publications to digeibuthe Diabetes Education Programs and Partners
within the Champlain LHIN.

Essential

Certificate or degree in office business adminigirg or equivalent combination of education and
experience.

Three to five years administrative experience ithgressive responsibility, preferably in a health
setting.

Strong organizational skills.

Strong interpersonal skills.

Excellent verbal and written communication skilisEinglish and French.

Proficient with Windows-based computer systemgarticular e-mail and MS Word.

Desirable

Experience working with a community-based, notgoofit organization.
Experience working with a multi-disciplinary team.

Language designation
English and French, written and spoken

This full-time position is funded through the Didd® Regional Coordination Centre. Salary is consueaie
with experience, including an excellent benefitkzaye.

How to “express an interest” for this opportunity:
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