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DATA ENTRY CLERK
Job Description

Statement of Duties

· Record incoming program applications. Review applications as per internal processes.
· Correspond with clients and/or referral workers to ensure the completeness of applications. 
· Input data from applications into the Addictions Management Information System (AMIS).
· Generate reports and summaries based on the entered data/assessments.
· Establish and maintain client eligibility priorities by following organizational processes or conferring with the Intake Coordinator.
· Adhere to organizational processes to maintain accuracy, integrity, and confidentiality. 
· Ensure a timely turnaround on all data entry. 
· Maintain monthly, quarterly, and annual client statistics by following organizational processes. 
· Purge files according to operational procedures. 
· Organize and maintain paper and digital files.
· Undertake any other duties that may be assigned. 
· Participate in mandatory training – First Aid/CPR, Life Promotion, Psychodramatic Bodywork, etc.
Required Skills

· Ability to work independently and as a team member.
· Ability to take direction verbally.
· Excellent attention to detail and critical thinking skills. 
· Great communication and organization skills. 
· Accurate typing and data entry skills. 
· Knowledge of basic computer programming (Word, Excel, etc.) 
· Excellent time management skills.
Must be eligible for the Training on The Job program through Grand River Employment and Training. Please hand resume, cover letter and three references in to: 

C/o Reception

Grand River Employment and Training 

16 Sunrise Court 

Ohsweken Ontario 

N0A1M0
CLOSING DATE: Friday, October 31, 2025 at 4pm 
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