POSITION SUMMARY
QUEEN’S UNIVERSITY - GENERAL STAFF
POSITION TITLE: Clinical Secretary
DEPARTMENT: Psychology
POSITION NUMBER: 00501514
GRADE: 4

EFFECTIVE DATE: April 8, 2014

JOB SUMMARY:
Reporting to the Department Manager and working in consultation with the Director of the
Psychology Clinic, the incumbent provides secretarial support for the Clinic. Activities include
reception and clinical booking duties, management of clinical files and database, management
of the Psychology Test Library, general word processing and information distribution, general
accounting and bookkeeping, and other administrative duties as assigned.

KEY RESPONSIBILITIES:











Perform receptionist duties including receiving and processing referrals, answering
phone and greeting visitors, scheduling appointments, providing general information,
collecting demographic data, and directing queries to the appropriate person.
Provide secretarial or clerical support such as formatting, copying, and filing clinical
reports and correspondence, and mail sorting and distribution. Assist in the design and
preparation of Clinic forms and promotional materials. Develop and maintain Clinic web
page information.
Prepare Clinical Supervisor Appointment letters, maintain Clinical Supervisor mailing list
and updates to Clinical Supervisor web page.
Assist Director in collecting data and preparing term and annual Clinic progress reports.
Oversee the ordering and lending of psychology test materials, including monitoring the
test sign-out system and test storage.
Perform general accounting/bookkeeping procedures such as journal entries, accounts
payable/receivable, invoices, and requisitions. Process, verify, and balance financial
transactions, including client fees and contract payments. Prepare and submit deposits.
Assist in budget preparation activities as required. Provide financial summaries as
required.
Track and submit biweekly hours of students and supervisors.
Undertake other duties as delegated in support of the Psychology Clinic.

REQUIRED QUALIFICATIONS:



One year post-secondary training in business administration practices
Secretarial experience in a clinical setting, including client contact and file management
responsibilities is required

SPECIAL SKILLS:










Excellent interpersonal and communication skills are essential. Incumbent serves as
initial Clinic contact for the public, including external referral sources. Incumbent
interacts with a variety of Clinic users, including clients, students, faculty, and
supervisors.
Proficient computer and office skills, including intermediate or higher level use of
Microsoft WORD, EXCEL and ACCESS. Demonstrated knowledge and use of a
computerized client appointment scheduling system. Ability to learn new software and
technology.
Familiarity with web design and ability to learn internet search skills.
General accounting/bookkeeping skills with the ability to perform mathematical
calculations.
Strong organizational and time-management skills. Ability to maintain focus under
pressure and with frequent interruptions.
Problem-solving skills with an ability to know when to refer problems to others.
Ability to maintain strict confidentiality.

DECISION MAKING:




Prioritize work and time in order to meet deadlines and routine task completion.
Respond to general inquiries about the Clinic and redirect questions to the Director as
appropriate.
Determine formatting for simple to complex documents.
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