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Paramedic Admin Assistant 169-25-5
Paramedic Services, Wellbeing
Applications will be received by Six Nations of the Grand River and Grand River Employment & Training (GREAT) up until 4:00 p.m. EST, Wednesday, October 29, 2025, for the Paramedic Admin Assistant with Paramedic Services, Wellbeing.  The Six Nations of the Grand River Application for Employment Form, Job Posting, and Job Description are available for printing from the www.greatsn.com website.  Online applications are accepted through My Job Search. NO LATE APPLICATIONS ACCEPTED. 
Applicants from Six Nations and other First Nations will be given preference to deliver programs and services in a First Nations community.
JOB SUMMARY: The Administrative Assistant provides essential administrative, clerical, and reception support to Six Nations Paramedic Services.  The role “supports management in meeting legislated requirements under the Ambulance Act, Ontario Regulation 257/00, and Ministry of Health reporting standards” and ensures organizational accountability through accurate financial, patient care, and workforce data-management. 

The position also plays a key role in: 

· Financial tracking and reporting, 

· Patient scheduling and coordination for community paramedicine, and 

· Ensuring compliance with Ontario Ministry of Health standards, including Ambulance Documentation Standards, Health Reporting Information (HRI), Human Resources Inventory (HRI-HR), and PHIPA (Personal Health Information Protection Act).

PURPOSE & SCOPE OF THE POSITION:

	Type
	Full-Time

	Closing Date 
	October 29, 2025

	Hours of Work 
	35 hours per week

	Wage
	$27.20 per hour


*A competitive compensation package will be offered commensurate with qualifications. *
BASIC QUALIFICATIONS: 

· College diploma in Office or Business Administration or Medical Office Assistant with at least one year of related experience. 

· Strong organizational, communication, and interpersonal skills. 

· Ability to maintain confidentiality and exercise tact and discretion. 

· Must be bondable and able to pass a Criminal Record Check. 

· Knowledge of the Six Nations community and high sensitivity to Six Nations culture.

SUBMISSION PROCEDURE: (Choose one method ONLY):

Method #1:  Online 

1. Please visit: My Job Search to access our job board and follow the directions to apply.

2. Please ensure all required documents are provided/uploaded with your application package, which includes:

a. Cover letter including your band name and number (if applicable). Please indicate in your letter how your education and experience qualify you for this position.

b. Recent resume clearly identifying that you meet the Basic Qualifications of this position as stipulated above.

c. Copy of your education diploma/degree/certificate and transcript.

3. If you have any questions or need assistance, please reach out to Kalvin Egan, HR Business Partner at 519-445-2223 ext. 5721 or via email at HRBP5@sixnations.ca.

Method #2: GREAT – Applications must include all of the following:
1. Printed, filled in, and authorized Six Nations of the Grand River Application for Employment Form.

2. Cover letter including your band name and number (if applicable). Please indicate in your letter how your education and experience qualify you for this position.

3. Recent resume clearly identifying that you meet the Basic Qualifications of this position as stipulated above.

4. Photocopy of your education diploma/degree/certificate and transcript.

5. Place all documents listed above in a sealed envelope and mail to or drop off at:
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c/o Reception Desk





Grand River Employment & Training (GREAT)





P.O. Box 69, 16 Sunrise Court





Ohsweken, Ontario N0A 1M0

POSITION TITLE:

Administrative Assistant - Paramedic Services
REPORTING RELATIONSHIP:

Reports to and receives functional direction from the Chief of Six Nations Paramedic Services.

PURPOSE & SCOPE OF THE POSITION:

The Administrative Assistant provides essential administrative, clerical, and reception support to Six Nations Paramedic Services.  The role “supports management in meeting legislated requirements under the Ambulance Act, Ontario Regulation 257/00, and Ministry of Health reporting standards” and ensures organizational accountability through accurate financial, patient care, and workforce data-management. 

The position also plays a key role in: 

· Financial tracking and reporting, 

· Patient scheduling and coordination for community paramedicine, and 

· Ensuring compliance with Ontario Ministry of Health standards, including Ambulance Documentation Standards, Health Reporting Information (HRI), Human Resources Inventory (HRI-HR), and PHIPA (Personal Health Information Protection Act).

KEY DUTIES & RESPONSIBILITIES:

1. Technical Functions 

· Monitor client and visitor activity; greet and direct inquiries in a courteous and professional manner. 

· Maintain a welcoming and professional environment for patients, families, and guests. 

· Manage incoming calls and correspondence, directing them to appropriate staff. 

· Coordinate maintenance and usage of office equipment (fax, copier, printers, etc.).

2. Administrative Functions
· Coordinate incoming and outgoing mail\packages. 

· Monitor and coordinate incoming faxes. 

· Take and distribute minutes for staff and committee meetings. 

· Maintain accurate and organized electronic and paper records for staff in compliance with Ontario Ambulance Documentation Standards. 

· Provide clerical support including filing, typing, and data entry for staff and management. 

· Ordering office and medical supplies and equipment. 

· Preparation of briefing notes, memos, and summary reports as requested by leadership.

· Financial Tracking & Reporting 

· Monitor and reconcile departmental expenses; prepare invoices, purchase orders, and expense reports for paramedic services. 

· Assist in budget monitoring and financial reporting to management. 

· Compile and prepare financial data for grant applications, audits, and Ministry reporting, ensuring accuracy and compliance with requirements.

· Track and monitor program expenditures to ensure alignment with Six Nations of the Grand River policies and Ministry funding requirements.

· Community Paramedicine Support 

· Coordinate and manage patient scheduling, referrals, and follow-ups for the community paramedicine program to ensure timely access and continuity of care. 

· Maintain and safeguard patient records in adherence to PHIPA (Personal Health Information Protection Act), ensuring confidentiality, consent compliance, and secure handling of all health information 

· Coordinate and manage communication between patients, paramedics, healthcare providers, and community partners to ensure timely information exchange and continuity of care.

· Serve as the central liaison between patients, paramedics, healthcare providers, and community partners, ensuring accurate information flow and effective collaboration. 

· Assist with tracking outcomes and performance indicators for internal and Ministry reporting. 

· Ministry of Health Compliance (HRI & HRI-HR) 

· Collect, organize, and prepare Health Reporting Information (HRI) for submission to the Ministry of Health, including call volumes, response times, and financial data, ensuring accuracy and compliance with reporting standards. 

· Support management in preparing of HRI submissions. 

· Collect, organize, and submit required Human Resources Inventory (HRI-HR) data, including paramedic staffing levels, certification status, training compliance, vacancies, and leaves. 

· Maintain accurate staff records to support Ministry workforce reporting and planning. 

· Stay current with Ministry reporting standards and requirements, ensuring continuous compliance. 

· Assist management in analyzing HRI and HRI-HR data to identify trends, monitor performance, and support workforce planning. 

3. Communications Functions 

· Maintain awareness of legislative, policy, and program changes from the Ontario Ministry of Health and other regulatory bodies. 

· Represent Six Nations Paramedic Services in a professional manner with the public, external agencies, and community partners. 

· Assist with planning and coordination of special events, training sessions, and community engagement activities. 

· Support the Six Nations Emergency Management Plan by assisting with reports, training coordination, and inventory maintenance. 

4. Other Functions – other duties as assigned or deemed necessary as relates to the position.

· Perform additional duties as assigned by the Paramedic Chief, Deputy Chief, Community Paramedic Supervisor, Paramedic Superintendents, or Senior Manager- Administration of Well Being. 

WORKING CONDITIONS:

· Office-based role with regular engagement with emergency service and community partners. 
· Standard business hours with potential flexibility based on program needs. 

· High level of interaction with the public, including individuals who may be distressed, hostile, or irate. 

· Subject to deadlines, frequent interruptions, and multiple demands. 

· Occasional unscheduled hours, after-hours work, or out-of-office sessions may be required. 

· Must be able to work independently, prioritize tasks, and adapt to changing demands. 

WORKING RELATIONSHIPS:

Paramedic Chief: 

Receives direction, guidance and encouragement; discusses plans and priorities. 

 

Deputy Chief, Paramedic Superintendents, Community Paramedic Supervisor: 

Receives direction and job tasks.  Works co-operatively to make job processes and tasks more efficient.

Departmental & Other Staff: 

Promotes teamwork, courtesy, and cooperation with all staff. 

External Agencies: 

Represents Six Nations interests, maintains positive working relationships. 

Public: 

Provides courteous, cooperative, and professional service; promotes the interests of Six Nations Paramedic Services. 

KNOWLEDGE AND SKILLS:

Minimum Requirements:

· College diploma in Office or Business Administration or Medical Office Assistant with at least one year of related experience. 

· Strong organizational, communication, and interpersonal skills. 

· Ability to maintain confidentiality and exercise tact and discretion. 

· Must be bondable and able to pass a Criminal Record Check. 

· Knowledge of the Six Nations community and high sensitivity to Six Nations culture.

Other Related Skills:

· Knowledge of Ontario Ministry of Health ambulance service standards, Health Reporting Information (HRI), Human Resources Inventory (HRI-HR), and PHIPA requirements is an asset. 

· Experience in healthcare administration, patient coordination, or financial record-keeping considered an asset. 

· Strong proficiency with Microsoft Office Suite (Word, Excel, Outlook, PowerPoint, Office 365), Adobe, Canva. Community Paramedic mHub platform, eSchedule, and PS-Suite experience considered an asset. 

IMPACT OF ERROR:

Errors in judgement and failure to meet HRI, HRI-HR, or PHIPA requirements could result in Ministry sanctions, financial penalties, data integrity risks, or reputational harm to Six Nations Paramedic Services

CONTROL:

Guiding principles set by the Six Nations Paramedic Management Team, Director of Wellbeing Department and Six Nations Elected Council.

Works within the administrative policies and procedures established by the Six Nations Elected Council for the Health Services Department, Applicable Ontario legislation, including the Ambulance Act, O. Reg. 257/00, HRI and HRI-HR standards, PHIPA, and related Ministry directives and other legislation provided by the respective governments.










Six Nations Elected Council is an equal opportunity employer and will seek to accommodate the needs of individuals with disabilities in a manner that most respects their dignity.  All candidates are encouraged to apply.  Applicants from Six Nations and other First Nations will be given preference to deliver programs and services in a First Nations community.  Based on the need to provide qualified professional services, only those applicants meeting the minimum requirements will be invited for an interview.

