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Posting# P-2223-0155A 
 Position # 5389 

 

 

ADMINISTRATIVE PROCESSES SPECIALIST (1109) 
PERMANENT FULL-TIME 

 

 

DEPARTMENT: Specialized Services (600001) 

WORK LOCATION: Chisasibi/Montreal/Val d’Or 

UNION: CSN 

STATUS: 1 Permanent Full-Time 

HOURLY SALARY: Min. (1) $25.07 - Max (18) $46.30 

 

 
SUMMARY OF THE POSITION 
Person who analyzes the needs, conceives and applies professional techniques in the field of administrative 

methods and systems, in order to improve service delivery. 

 

SPECIFIC FUNCTIONS 
Contributes to the effective and efficient functioning of the operations of the specialized services: 

• Communicates, links and provides appropriate information, within specified parameters, to relevant 
people, departments and groups, within and from outside the organization, regarding specialized 
services information. 

• Provides and prepares background information on specific files as requested by the coordinator. 

• Contributes support to the coordinator’s responsibilities for financial management  

• Contributes support to the coordinator of specialized services’ administrative responsibilities in human 
resources and material resources. 

• Prepares and supports the documentation (briefing sheet, recommendation or resolution, and others) as 
required at the different level of authorization within the CBHSSJB organization. 

• Give support to coordinator of specialized services for the planning and preparing the documents to be 
presented at committees and meetings 

 

• Contributes to the recording and follow-up of all directives, decisions and actions arising from each 
meeting, and the distribution and informing of concerned people 

• Contributes to the tracking and follow-up of the deadlines for reports, completed files and actions, arising 
from the various committees and meetings. Submits deadline progress reports to the coordinator. 

• Contributes to the tracking and follow-up of the deadlines for reports, completed files and actions, arising 
from the various projects. Submits deadline progress reports to the coordinator. 

• Communicates, links and provides appropriate information, within specified parameters, to relevant 
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people, departments and groups, within and from outside the organization, regarding the status of files, 
decisions, policies, developments, and information arising from the various committees, meetings or 
projects. 

 

Management Information Systems 

• Collaborates in the planning, organization, implementation and reporting of a Management Information 
System (MIS) for specialized services’ direction needs. 

 

Specialized services management 

• Contributes to the support of the department’s other Administrative Technicians and Administrative 
Officers, the planning, organization, coordination, implementation and reporting of the specialized 
services in all CMC. 
 

Functional Responsibilities 

• Contributes to the functional management of a matrix “Specialized Services Coordination” with the 
collaboration of the department’s other Administrative Technicians and Administrative Officers and 
managers, in terms of under/over workload distribution, equipment uniformity, development of common 
office systems and procedures, common computer hardware and software, and information 
management. 

• Contributes to the planning, and ensures the provision of orientation training for the specialized services’ 
newly hired staff, with the collaboration of the manager. 

 
REQUIREMENTS 
Education:  

• Bachelor of Science degree in Administration, Human science, Social Sciences or other relevant 

academic discipline. 

 

Experience: 
• Three (3) years of appropriate administrative experience in similar responsibilities;  
• Experience in health informatics. 

 

Knowledge and Abilities: 
• Holder of Traditional Eenou/Eeyou Knowledge; 
• Knowledge of current First Nation Specialized services models, trend and issues, across the country as 

an asset; 
• Knowledge of current First Nation Telehealth models, trend and issues, across the country as an asset; 
• Knowledge of MSSS administrative regulations, their network and programs, and current trends; 
• Ability in the identification and analysis of the administrative systems needs for Specialized Services; 
• Knowledge of administrative methods and techniques, budget management, data analysis, reporting, 

and information systems; 
• Ability in administrative procedures and program planning and monitoring, including the 

development of policies and program manuals and administrative quality assurance systems; 
• Good professional record in administrative systems in a similar type of research environment; 
• Excellent leadership and teamwork skills; 
• Excellent computer literacy; 
• Excellent communication skills, both written and presentation; 
• Ability in office and research related computer applications; 
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• Excellent critical thinking, organizational and decision-making skills; 

 

Language: 

• Fluent in English and French;   
• Fluency in Cree is an asset.  

 

Other: 

• Willing to travel when needed; 
• A test on word and excel is a possibility. 

 

 

POSTING START/END DATE: 09/07/2022 – 10/07/2022 

POSITIONS AVAILABLE: 1 

HOUSING PROVIDED: Yes, if hired more than 50 kilometres from the Eeyou Istchee 
locality in which they are called upon to perform their duties. 

SHIFT TYPE: Day 

HOURS PER DAY/WEEK: 7 / 35 

 

 

HOW TO APPLY 
To apply, please forward your resume to:  

  

Cree Board of Health & Social Services of James Bay 

Tel 514-861-5955       Fax 514-989-7495 

Email   jobs.reg18@ssss.gouv.qc.ca  

 

With your application, please make sure to specify the Posting # and the Job title on which you wish 
to apply. 

 

WE THANK ALL CANDIDATES WHO APPLY, HOWEVER ONLY THOSE SELECTED  
FOR AN INTERVIEW WILL BE CONTACTED. 

 
NOTES  
In accordance with various Sections of the James Bay and Northern Quebec Agreement (JBNQA), the 
organization has the objective of staffing all of its positions with qualified and competent beneficiaries 
of the JBNQA. 
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