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NAME:



TD RECEPTION
DEPARTMENT:

TALENT DEVELOPMENT
EFFECTIVE DATE:

FEB. 16, 2018
The succession plan:

To move into this position, a current staff should be a staff in good standing on a consistent basis and be able to work well with others. A positive demeanour and accommodating attitude is an asset. 
For this position a current staff should: 
· Promote Rimbey FCSS/RCHHS values, mission and goals.
· Demonstrate interest in the agency and the clients we serve.
· Have a strong understanding of diversity within the community, client population, and staff. 
· Have strong communication skills, both verbal and written.
· Have high competency in the use of Alberta Education standard grammar, punctuation, and word usage. 
· Have competency in standard styles of written business communication.

· Have good organizational skills related to record keeping.
· Have knowledge of Board and Committee meeting protocols including role of members and standard form used by the Agency for Minutes of Meetings. 

· Show competency in the use of computer programs, including use of Microsoft Word, Publisher, PowerPoint, and Excel which are necessary for organizing, storing, and creating a variety of documents and publications.
· Take advantage of educational opportunities offered by the agency. 

Education:
· Grade 12 Alberta Education English Language Arts competency.
· Business related training or experience
Behaviour Competencies:
· Demonstrate professionalism and commitment to confidentiality in dealing with clients and staff.

· Demonstrate maturity and respect for diversity in age, religion, race, culture, finances and gender. 
· Demonstrate cooperation and willingness to take direction when assisting co-workers with a variety of tasks.
· Demonstrate commitment to accuracy, attention to detail, and excellence.
· Demonstrate ability to work with multiple interruptions. 
Personality Traits:
· Personable and empathetic 
· Willingness to help others

· Adaptable and flexible

Staff who are considering developing their talent towards applying for this position in the Rimbey FCSS/RCHHS organization should discuss this with their supervisor during their annual performance review and have it mentioned in their goals for the future.
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