
 

 

Employment Opportunity  

Position Title:   Administrative Assistant Position Number: 2021-091 

Department:  Licensed Dementia Housing 
Location:   Brentwood and Sluggett House 

Hours of Work:  8:30am- 4:30pm 
Mon-Fri 

Compensation: $24.46/hr Status:  Regular, Full-time 
Union:  Non 

Start Date: Available Immediately Posting Period:  Until Filled 

 

ABOUT BEACON: 
Beacon Community Services is a well-established local charity operating in the Greater Victoria area for over 45 
years. We are an award –winning and accredited organization that helps people and improves lives through a 
range of community programs and services than span every phase of people’s lives.  We serve Southern 
Vancouver Island and the outer Gulf Islands with a team around 250 staff and 600 volunteers.  Our licensed 
dementia care homes are described as dementia care best practice and have been recognized with a BC Health 
Care Award of Merit. We offer a competitive salary, comprehensive benefits package, and a rewarding, 
stimulating work environment.  
 
 

JOB SUMMARY: 
Reporting to the Brentwood House and Sluggett House RN Manager, the Administrative Assistant performs a 
variety of clerical duties related to the operations of two small Long Term Care Homes. This includes duties such 
as acting as a communication link for the sites by communicating with r Physician offices and hospitals, 
coordinating resident appointments, arranging resident tests and receiving results, receiving and directing visitors 
and telephone answering. Assembles and maintains resident charts and performs keyboarding and data entry 
responsibilities. Follows organization's policies, procedures and standards and governing regulations and 
legislation. 
 

PRIMARY DUTIES AND RESPONSIBILITIES: 
1. Assembles and maintains patient charts, inputs patient data and transcribes information into relevant 

systems such as EMAR, charts and the electronic health record system. Attaches documents to charts such 
as laboratory and special examination reports and dismantles charts for Health Records upon patient 
discharge. Submits reporting as required. 

2. Assembles and maintains all staff records and submits reporting as required. 

3. Performs related clerical duties such as keyboarding, data entry, filing, compiling, preparing and 
maintaining statistics such as the weekly census, producing reports, delivering and picking up items, 
ordering supplies and taking meeting minutes as necessary.  

4. Maintains timekeeping records for regular and casual staff and submits/enters to payroll system as 
required. Receives and processes requests such as vacation, leave of absence and terminations by 
preparing necessary documentation and forwarding to appropriate authority for approval.  

5. Accepts calls from staff regarding illnesses and absence from work and communicates information received 
to Long Term Care sites and appropriate personnel; calls in relief nursing staff, care staff, housekeeping 
staff, greeters and cooks according to predetermined guidelines and refers problems to LPN supervisor and 
RN manager as needed. 

6. Under direction of the Manager or designate arranges for patient transportation, and makes outpatient 
appointments.  

7. Performs other related duties as assigned.  

 

QUALIFICATIONS: 
 High school graduation.  

 Certificate in office administration or similar program. 

 Medical terminology and graduation from a recognized Nursing Unit Clerk program preferred. 

 A minimum of one year experience an administrative role (Medical office preferred). 
 
 
 
 
 



KNOWLEDGE, SKILLS AND ABILITIES: 
 Excellent knowledge of Office 365 and comfortable using a variety of apps 

 Excellent written and spoken communications skills, effective listening skills, and the ability to maintain 
confidentiality, discretion, tact and diplomacy  

 Advanced organizational, time management and administrative skills 

 Ability to effectively prioritize competing priorities and attention to detail 

 Flexible, collaborative team player who thrives in a dynamic environment 

 Ability to build and maintain relationships with focus on teamwork and collaboration 

 Focus on excellent client service (both internal and external) 

 Ability to keyboard at 50 wpm.  

 Ability to work occasionally on weekends. 

 
ADDITIONAL INFORMATION: 

Beacon Community Services serves vulnerable populations including seniors, people with disabilities and 
children. Protecting these people and our teams on whom they rely is critical to us. Accordingly: 

 All successful applicants will provide a clear TB skin test or chest x-ray and a physician’s waiver stating 
they can carry out the duties of the position.  

 All successful applicants must consent to a Solicitor General’s Criminal Record Check. 

 All successful applicants must present proof of COVID-19 vaccination as a condition of hire and ongoing 
employment. Should you have an official vaccination exemption, kindly advise us during your job 
application process, so we may discuss possible accommodation options. 

 
 

WE LIVE SAFETY! 
The safety of our clients, staff and volunteers is a priority of Beacon Community Services. We promote 
healthy and safe working conditions in all of our operations. We are committed to continuously improving 
safety and it is essential to this position.  We further support safety through the active participation and co-
operation of management, supervisors, workers and joint occupational health and safety committees. 

 
 
 

APPLICATIONS: 
All interested applicants can Apply Now! quoting the position number 2021-091.  Please note 
only those applicants who are selected to continue in the recruitment process will be contacted.  
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https://forms.logiforms.com/formdata/user_forms/73864_4646334/350710/page1.html?cachebust=4021

