
 

Carefirst Seniors & Community Services Association is a non-profit community 

services agency.  Since 1976, we have provided community support, home and personal 

health care services in a holistic manner to seniors, individuals with disabilities, and those 

with medical needs in the Greater Toronto, and York regions.  

 
With a staff of 500 members (including full-time and part-time staff) and the help of a pool of 1,200 
active volunteers, we serve 6,500 clients a year, including seniors and the physically disabled; 1,500 
of whom are "home-bound" and frail. 
 
We are currently seeking a Team Assistant (18-month Relief for Maternity Leave) to join our Chronic 
Disease Management Program. 
  

Responsibilities: 

 Provide administrative support, such as taking minutes, verifying and compiling data and service 
statistics for reports 

 Provide clinical support to health care professionals, including booking appointments, scheduling 
patients, referral hook up, and providing follow up services 

 Keep all files, charts and records organized and ensure a proper filing system is maintained 

 Ensure all administrative components of the programs are handled effectively to ensure smooth 
operation 

 

Requirements: 

 Certificate in Medical Office Administration 

 Reception experience in clinic or health care setting 

 Minimum 2 years’ experience in an administrative and program support role 

 Strong organizational skills and attention to detail 

 Ability to multitask in a fast-paced, dynamic work environment 

 Efficient, courteous and professional with excellent communication and interpersonal skills 

 Ability to deal with patients, families and coworkers in an effective and tactful manner 

 Ability to work in the Scarborough and Richmond Hill office 

 Fluent in English and Cantonese, proficiency in Mandarin is an asset 

 A valid vulnerable sector police record check completed within one year 
 
─────────────────────────────────────────────────────────────── 
We are committed to an environment that is barrier free. If you require accommodation during the 
hiring process, please inform us in advance to arrange a reasonable and appropriate 
accommodation. 
 
While we thank all candidates for their interest, only those selected for an interview will be contacted. 
─────────────────────────────────────────────────────────────── 
 
Please send your cover letter and résumé to: 
 
The Hiring Committee, Carefirst Seniors & Community Services Association 
300 Silver Star Blvd | Scarborough | ON | M1V 0G2 
Email: hr@carefirstontario.ca 
Fax: (416) 502-2382 
Website: www.carefirstontario.ca 
 


