
 
 

 

533 Broadway 
Winnipeg MB R3C 1W2 
T: 204-227-3014 

Job Posting (EXTERNAL) 
Huddle Broadway Administrative Assistant 

Full-time term position 
 

The Opportunity 
The Administrative Assistant will work as a part of the service team at Huddle Broadway. The Huddle is a 
one-stop-shop for youth to have ease of access to mental and physical health, addictions, financial and 
employment supports, culturally appropriate Indigenous counselling, supports, events and activities as 
well as opportunities to connect with their community and each other through structured educational 
programming, and events. This program is designed to help youth (12 – 29) reach their goals and highest 
potential. 
 

The Position 
The Administrative Assistant plays a pivotal role in creating a welcoming and supportive environment for 
youth and families entering the Huddle. This role works as part of the Huddle team to provide 
administrative supports for all Huddle services and services of community partners working out of the 
Huddle. This position requires a high level of professionalism and communication skills as this position will 
be expected to liaise with multiple partner service providers as well as the public.  
 

The salary range for this position falls within the Collective Agreement’s Band 2 scale between $32,550.82 
and $36,845.23. 

 
Key Responsibilities 
 Contribute to a compassionate and warm environment for all participants by maintaining client flow 

and directing participants and families to Huddle amenities and resources 
 Answering phones and responding to email inquiries 
 Provide data entry support for case management database systems for Huddle staff and community 

partners working on site 
 Use database software to compile statistical reports for Huddle leadership team 
 Provide medical reception as necessary to support onsite primary care professionals including 

scheduling and billing support using an EMR system 
 Contribute to agency-wide initiatives to advance the mission and ends of the organization 
 Maintain and order supplies and office equipment 
 Coordinate office flow for Youth Huddle partners when onsite including appointments, workspace use 

and access to office equipment and supplies 

We’re looking for outstanding candidates to apply for the role of Huddle Broadway Administrative 
Assistant. If this reads as a good fit for you, please express your interest to Levi Labelle. 
 
Our Values 

Work hard to listen   Focus on impact 
Support one another  Serve with passion 
Create strong connections  Embrace IDEA - Inclusion, Diversity, Equity, Accessibility 
Be curious    Honour lived experience 
Discover better ways  Believe it's possible 

 



 Coordinate booking rooms and other spaces available to Huddle staff and community partners with 
the Huddle Manager 

 
Qualifications 

 This position requires a high school diploma with additional office or business administration related 
coursework and over one year of office administration experience in a medical environment 

 Completion of a Medical Terminology course at the post-secondary level or willingness to obtain this 
accreditation 

 Advanced experience with database software such as MS Access, Accuro, CaseWorks, and Microsoft 
Excel.  

 Personal lived experience with mental health and/or addictions challenges and recovery would be 
considered an asset 

 A general understanding of 2SLGBTQIA+ youth and community services, along with local mental health 
and addictions services 

 Experience working with people living with disabilities would be an additional asset 
 Exceptional professional engagement and communication skills; ability to be empathetic and 

understanding 
 Problem-solving, and time management skills 
 Must have a recent, satisfactory criminal records check with vulnerable sector search and a recent 

satisfactory child abuse registry check 
 Working hours will include evenings and weekends 
 

At CMHA, employment equity is a factor in hiring. Applicants are encouraged to self-
identify on their cover letter if they belong to the following diverse groups: Indigenous 

persons, persons with disabilities, persons of all sexual orientations and gender 
identities, visible minorities, and newcomers. 

 
The Process 
Please submit your resume and a cover letter by September 27, 2022, in electronic form to 
llabelle@cmhawpg.mb.ca or by mail to: 
 

CMHA Manitoba and Winnipeg 
Attn: Levi Labelle 
533 Broadway 
Winnipeg, Manitoba R3C 1W2 
 
CMHA will respond to requests for reasonable accommodations throughout the interview process. Please 
advise in your cover letter if you require any accommodations. 
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