
 

 

1.0 FTE Program Receptionist – Permanent Full Time 
Belleville and Quinte West Community Health Centre (BQWCHC) 

($35,763 - $43,461 / year) 

Job Summary: The Program Receptionist provides secretarial support and administrative support for 
BQWCHC programs and services across both Belleville and Quinte West locations, ensuring the smooth 
functioning of the work of the Centre and the client, staff, volunteer, student and visitor experience. This 
position reports primarily to the Clinical Manager of the Belleville site, with secondary accountability to the 
Clinical Manager of the Quinte West site and Manager of Community Health Programs and Engagement. 

 
Key Areas of Responsibility:  

 Provide general secretarial services, including reception duties and scheduling for clients of the Centre 

 Provide administrative support for the set-up, scheduling and management of new/ongoing group 

programs; managing wait lists for groups programs, as necessary 

 Participate in the promotion of Centre activities/services/programs through the preparation of monthly 

programs/calendars, website updates and social media platform updates 

 Participate in supplies inventory management 

 Promote a positive client experience; providing advocacy, problem solving, navigation and support to 

access services/programs within BQWCHC and beyond 

 Evenings required; travel to both sites (Belleville & Quinte West) required 

Qualifications:  
1. Completion of Administrative Assistant Certificate and/or equivalent work experience.  
2. Recent office/reception experience in a community-based health setting preferred  
3. Capacity to develop, implement and maintain administrative systems  
4. Experience in a fast-paced office environment and proven abilities to prioritize and multitask  
5. Excellent customer service skills; including problem-solving and de-escalation 
6. Strong communication and interpersonal skills  
7. Experience with organizational social media platform management, including content creator/publisher  
8. Proficiency in the use of computers and various software applications 

 
To apply for this opportunity please forward your resume and cover letter electronically to hr@bqwchc.com. 
Within the subject line of your email, please indicate the position title for which you are applying. 
Applications must be received by Friday, March 22, 2024 at 4pm.  
 

BQWCHC is an equal opportunity employer. If you require accommodation to participate in the hiring process, 
please call 613-965-0698 x 163 or email hr@bqwchc.com. For more information please visit our website at 
www.bqwchc.com.  
 

We sincerely thank all applicants however, only those selected for an interview will be contacted. 
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