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POSITION: 
Caseload Planner
STATUS: 
Regular Part Time Evenings
LOCATION: 
Halifax
VON is Canada's largest, national, not-for-profit, charitable home and community care organization. We are a national health organization offering a wide range of community health care solutions that meet the needs of Canadians from coast to coast. VON is committed to continuous quality improvement and is accredited by Accreditation Canada.

The Corporate Services Centre currently has openings for full-time, part time and casual Caseload Planners. The Caseload Planner schedules client visits and distributes service providers’ caseloads for the province.  This position will requires shift work, covering seven days per week (7 am to 3 pm; 10 am to 6 pm and 1 pm to 9 pm).  

These opportunities will be of interest to individuals with: 

· A post-secondary education in office administration or office information technology.

· Experience using databases and scheduling.

· Proficiency in Windows XP, Microsoft Office 2003 and faxing software.

· Excellent communication skills, especially in a highly computerized environment.

· Strong customer service/interpersonal skills and experience and an interest in providing customer-focused solutions to achieve quality service.

· An ability to succeed in a fast-paced, continuously changing environment.

SALARY:
As per NSGEU Collective Agreement
The current hourly rate for this position is $16.23.
HOURS OF WORK:

3:00pm – 9:00pm or 5:00 – 9:00pm 
CLOSING DATE: February 13, 2012
COMPETITION NUMBER: 2191
HOW TO APPLY:
Please send a resume or internal application quoting the competition number to:
Fax: 1-902-865-1026 or online at www.von.ca
We wish to thank all applicants that apply however only those selected for an interview will be contacted.
