
District of Taylor 
Taylor Medical Clinic 

Employment Opportunity 
 

Medical Office Assistant - Casual 
  

 
The District of Taylor is currently seeking an energetic and highly motivated individual to join our 
team as a Medical Office Assistant for the Taylor Medical Clinic.  
 
Reporting to the Corporate Officer, the ideal candidate for this position is detail-oriented, flexible 
and willing to take on non-routine projects as the need arises. The Medical Office Assistant will 
be responsible for performing a number of secretarial and administrative duties for the operation 
of a medical clinic. This position will support physicians during clinic operations and delivering 
patient care. The Medical Office Assistant will also be able to work well alone and as part of a 
team.  
 
The successful applicant for this position will have strong interpersonal, customer service and 
organizational skills, the ability to work with a diverse group of people as well as work effectively 
under pressure and adapt to changing priorities. The ideal applicant has 2-3 years of related clinical 
experience and has experience working with the MOIS electronic medical record software.    
 
This casual position works an average of 15 to 20 hours per week, which is subject to fluctuate 
dependent upon the Taylor Medical Clinic’s operational schedule. Compensation range is $18.00 
- $23.00 per hour, based on a combination of the applicant’s education and experience. The 
incumbent will also be expected to sign a confidentiality agreement and maintain a clean criminal 
record check with vulnerable sector screening. 
 
With your resume, please provide a cover letter that articulates how you meet the qualifications 
provided in the job description. Submissions will be received until Wednesday, October 27, 2021, 
at 11:59 p.m. local time. 
 
Please address your application to: 
 
Lisa Ford 
Executive Assistant     Email: lford@districtoftaylor.com  
Box 300  
Taylor, BC V0C 2K0  Fax: (250) 789-3543 






