
 

 

 

 

 

 

 
COVID-19  CLERK 

 
SOCIAL SECTOR 

 
6 Months Term specific – Full-Time position 

 
The Ktunaxa Nation is characterized by the spirit of courage, initiative, innovation, perseverance, and leadership that it has 
brought to the work of preserving and protecting both the past and the future of its people.  This has been accomplished 

through the exceptional commitment and vision of its human resources.  It is therefore expected that employees who 
represent the Ktunaxa Nation will be committed to honouring the spirit of the Nation’s work by putting their best into all that 

they do and by conducting themselves at all times ethically, professionally, and respectfully. 

 

 
POSITION SUMMARY 

 

This is a quality orientated, relationship-based role that provides general client/patient service support to the 

Ktunaxa Nation Health Clinic to the highest quality standards for the overall Ktunaxa Nation and the Ktunaxa 

Nation Council.  

The COVID-19 clerk plays a vital role in managing information flow in the clinic and is often the first point of 

contact for patients and their families. The clerk is responsible for greeting and directing visitors, patients, and 

staff. They answer incoming calls and respond to inquiries, or redirect calls and relay messages. 

 

 

DUTIES AND RESPONSIBILITIES: 

 

 Gather relevant patient information for clinic appointments  

 Act as a Liaison receptionist by directing patients, visitors, and staff to the appropriate areas. Answer the 

telephone when requested, respond to routine inquiries; relays verbal and written messages. 

 Conduct wellness check i.e. temperature, COVID-19 symptoms 

 Have clients fill out COVID-19 acknowledgment forms 

 Escort the clients to the clinician/NP office for their appointment.   

 Receive mail, unpack medical supplies and restock shelves 

 Required to wear a mask during shift 

 

POSITION QUALIFICATIONS  

 

Academic Preparation 

Grade 12; additional Medical certification in Nursing is an asset 

 

Required Skills, Knowledge, and Experience 

 1-2 years’ experience in a Health clerk role, or similar customer service role. 



 

 Integrity, ethics, ability to consistently maintain a high level of confidentiality 

 Ktunaxa and indigenous cultural awareness and sensitivity 

 Communication:  strong written and oral communications, demonstrated exceptional vocabulary and 

grammar, listening, interpretation/comprehension from verbal and written sources 

 Interpersonal:  acute listening, observation, non-judgment, understanding, caring, compassion, resilient 

 Exceptional level of customer service – genuinely warm presence, friendly, sincere, drive for service 

excellence, gracious, empathetic, caring 

 Emotional maturity: respectfully interacts with others with demonstrated qualities of sincerity, helpfulness, 

courtesy, and humility 

 Ethical conduct and responsibility to set a positive example and fulfills responsibilities with the highest 

diplomacy of integrity, ethics, and professionalism.  Must be discreet with sensitive confidential information.   

 
 

Ktunaxa candidates are encouraged to apply; support to apply for this position can be accessed through the Education 

and Employment Sector Service Center. Ktunaxa Applicants are encouraged to apply for this position regardless of 

experience or qualifications as on the job training may be considered. Preference will be given to qualified candidates 

of Ktunaxa ancestry. 
Please submit your cover letter and resume to: 

Human Resources  
Ktunaxa Nation Council 
PO 7825 Mission Road 

Cranbrook, BC   V1C 7E5 
KNC-HR@ktunaxa.org 

Fax: (250) 489-2438 
CLOSING DATE: Open until Filled 

We thank those who apply; however, only those selected for an interview will be contacted. 
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