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Introduction to the Health Care Industry in BC1 
 

Since its creation in 1878, British 
Columbiaôs Health Care system has come a 
long way.  At that time, there were only four 
hospitals scattered throughout the province 
with the treatment given mainly to men.  
Some hospitals, like the Royal Columbian 
Hospital in New Westminster, were built 
exclusively for men.  Women, children and 
the ñincurable and insaneò were unable to 
receive care.  Hospital stays were quite 
lengthy with some patients spending 
months being treated for diseases that 
today would involve a short stay if any at all.  
In that time, some patients paid for their 
hospital care, while others received free 
services.   

 
Today, our health care system in British Columbia treats every citizen regardless of r 
gender, age, or condition.  Health Care is publicly funded, meaning the government 
pays for many of the costs of providing health care services for all residents.  The 
demand for health care and other support services is large and growing.  
 
Health care is undergoing major changes in the way services are being delivered.  If 
you follow the news, you have probably heard about surgery waiting lists, hospital 
bed closures, overcrowded emergency rooms, funding cutbacks and debates on 
how to pay for the cost of health care.  With these concerns for health care services 
and an ever-aging population, it is very likely that the demand for these services will 
increase even more.  This is good news for those seeking work in the health care 
industry.   
 
 
 
 
 
 
 
 
 
 
 
 
 
Please Note: 
Though the Health Care and Social Services fields are interrelated, for the purposes of this 
publication we will be concentrating on the Health Care field only.  There is a Social Services 
Industry binder available in the centre resource library and on our website at 
www.kamworksearch.com if you are interested in finding additional information beyond this 
publication.  

                                                 
1
 Guide to BC Economy & LMI (accessed November/08)  www.guidetobceconomy.org 

http://www.kamworksearch.com/
http://www.guidetobceconomy.org/
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Registered Nurses (RNs)2 
 

Job Description 

 
Registered Nurses (RNs) provide direct overall organization of patient care while 
working with other care providers in various work settings.  Nurses are employed in 
hospitals, nursing homes, extended-care facilities, community health agencies, 
health centres, clinics, rehabilitation centres, mental health centres, doctorôs offices, 
school, government, companies and private homes.  Though there are very few in 
British Columbia, some nurses may be self-employed. 

  
Job Titles & Main Duties 

  
Hospital Nurses 
Most Hospital Nurses are staff nurses, who provide bedside nursing or direct care to 
patients.  They consult with physicians and other members in the health care team to 
develop an effective care plan.  They may be assigned to one area of the hospital 
such as surgical, critical care, maternity, pediatric, geriatric, psychiatric, emergency 
room, intensive care, or they may rotate among departments. 
 
Nurses in Long-Term Care / Extended Care Settings 
Nurses in these settings administer care for residents with conditions ranging from 
fractures to Alzheimerôs disease.  They assess residentsô physical, psychological 
and social conditions and develop care plans.  Nurses supervise the care of 
residents by Licensed Practical Nurses (LPNs) and 
Nursing Aids who perform various procedures, such 
as starting intravenous fluids.  Nurses also work in 
specialty care departments, such as long term 
rehabilitation for stroke and heart-injury patients, or 
life skills programming for patients in psychiatric 
hospitals. 
 
Community Health Nurses (Public Health Nurses) 
These nurses work in government, private agencies, 
clinics, schools, retirement communities, homes and 
other community settings.  They may provide direct 
care or make referrals to other health care providers.  
They provide health education, promotion and 
prevention for individuals, families and community 
groups.  Additionally, Public Health Nurses provide 
immunizations, blood pressure testing and other 
health screening.  Some Community Health Nurses 
work in home care, providing nursing care and 
coordinating delivery of other health care and 
support services. 
 

                                                 
2
 Work Futures:  www.workfutures.bc.ca, Achieve BC:  www.achievebc.ca (Job Profiles, Accessed November 2008), 

National Occupation Classification: www5.hrsdc.gc.ca/NOC-CNP  

http://www.workfutures.bc.ca/
http://www.achievebc.ca/
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Private Duty Nurses 
Private Duty Nurses work directly for families on a contract basis or for a nursing or 
temporary agency that assigns patients needing constant care and attention. 
 
Office Nurses 
These are Nurses that assist physicians in private practice, clinics and emergency 
medical centres.  Some duties include preparing patients for and supporting them in 
exams, administering injections and medications, as well as dressing wounds and 
incisions.  They also perform routine laboratory and office work. 
 
Occupational Health Nurses 
Nurses who provide nursing care at worksites to employees, customers and others 
with minor injuries and illnesses.  They provide emergency assistance, prepare 
accident reports and arrange for further care if necessary.  In addition, they can 
provide health counseling, assist with health exams, vaccinations and work on 
accident prevention programs. 
 
Tele-Nurse 
The BC Nurseline provides 24-hour, confidential health information and advice 
anywhere in the province.  BC Nurseline is located in Burnaby and Langley and 
offers challenging career opportunities for qualified Nurses in full-time, part-time and 
casual positions.  Requirements include a Nursing Diploma and current practicing 
registration with the CRNBC.  For additional information, please visit their website at 
www.health.gov.bc.ca/ehsc/careers/hlsbc/telenurse. 

 
Education & Training 

 
Registered Nurses require the completion of an approved college or university 
Registered Nursing program. To practice as a Registered Nurse, students must have 
completed an approved Registered Nurses Association of BC (RNABC) program 
and pass the RNABC exams.   
 
Basic Requirements: 

 Grade 12 Diploma with appropriate English, Math and Science courses 

 Successful medical exam and immunizations 

 Standard First Aid Certificate with CPR Level C Certification 

 Successful Criminal Record Check 

 Paid or volunteer work experience may also be required 
 
Please note:  Increasingly nursing education programs are finding it difficult to meet 
entry-level competencies for Registered Nurses within a diploma program.  Training 
is moving in the direction of baccalaureate degree programs which normally involves 
approximately eight months of extra courses and clinical experiences beyond the 
diploma.  Any phase-out of diploma programs or other changes to curriculum are 
handled by each institution.  Please consult with the program facility at the intended 
institution for more information regarding their requirements. (For complete program 
information on all institutions refer to the Opening Doors website (www.openingdoorsbc.com) and 
perform a program search using the subject heading ñRegistered Nursing (RN) Related.ò) 

http://www.health.gov.bc.ca/ehsc/careers/hlsbc/telenurse
http://www.openingdoorsbc.com/
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It is also important to note that in the past, the majority of nursing programs have 
had many more applicants than available seats.  Many employers, unions and 
nursing associations have lobbied the government to expand the number of 
positions for nursing training in BC as one approach to address the nursing 
shortage.   
 

Working Conditions 

 
Most Nurses are required to work 8 to 12 hour shifts, usually on rotation and may 
work weekends and evenings.  On average, nurses work 36 hours a week.  They 
must have the physical and emotional stability to cope with the stress of caring for 
and working with those who are ill.  Nurses are also exposed to the hazards of 
infectious diseases, radiation and chemicals. 
 

Wages  

  
Earning for nurses vary, depending on the skill level, number of years experience, 
bargaining power and various other factors.  Unionized entry level Nurses earn 
about $21.00 per hour while experienced nurses can earn $30.00 per hour or more.  
Non-unionized Nurses generally earn less.  The estimated earnings for all nurses in 
BC were $41,000 in 2000.  About half of all nurses employed full-time or full-year 
earn an average of $48,900 which is higher than average for all occupations in the 
province.   
 

Job Outlook  

 
Population growth, an aging population and 
technological advancements have increased the 
demand for health services.  The province is currently 
facing worker shortages in some health occupations 
and has waiting lists for many health services.  Other 
factors that increase the chances of finding work in 
this sector include nurses leaving the occupation due 
to stress, changes in occupations, or the desire to 
raise a family.  In the past, many newly graduated 
Nurses worked on a casual or on-call basis before 
securing regular status.  This is beginning to change.  
Employers have started to create more full-time 
positions in an attempt to recruit and retain Nurses. 
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Aboriginal Nursing Strategies3 

 
Between 2002 and 2008, over $1,500,000 has been allocated by the BC Provincial 
Government for aboriginal nursing initiatives in BC.  The Aboriginal Nursing 
Strategies are intended to increase the number of Nurses of aboriginal ancestry 
working in BC and to increase the number of aboriginal communities in BC with 
quality nursing care.  Some of the strategies include  
 

 Encouraging aboriginal students to consider nursing as a career and enhancing 
the progression of aboriginal students through BC nursing programs 

 Increasing recruitment and retention of aboriginal nurses in BC 

 Increasing recruitment and retention of nurses in aboriginal communities in BC 

 Developing materials for health promotion and disease and injury prevention in 
aboriginal communities. 

 
 
Aboriginal Nursing Projects Funded in 2007-08 in the Kamloops region: 
 
Secwepemc Cultural Education Society  
(Transitions to Nursing:  A Preparatory Training Program for Aboriginals) 

To increase the number of aboriginal Nurses, this program will introduce potential 
Nurses within the Secwepemc communities in nursing education.  Students will 
begin with a pre-training program to help prepare them for further education with 
teaching methods of 80% interactive, 20% lecture as well as job shadowing and site 
visits components.  Personal, professional, and academic development will be 
combined in a balanced and needs-specific format that will be culturally appropriate 
and sensitive to the needs of aboriginal adults. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                 
3 Nursing Directorate, Aboriginal Nursing Strategies (www.health.gov.bc.ca/ndirect/aboriginal.html)  

http://www.health.gov.bc.ca/ndirect/aboriginal.html
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Registered Nursing Assistants 
 
All of these positions perform basic patient care within hospitals, nursing homes or 
other health care service facilities. 
 
Example Job Titles: 
 

 Certified Nursing Assistant  Licensed Nursing Assistant 

 Operating Room Technician  Registered Nursing Assistant 

 Licensed Practical Nurse  

 
 
Job Titles & Main Duties 

 
Licensed Practical Nurses (LPNs)  
These Nurses are employed in hospitals, nursing homes, rehabilitation centres, 
doctorôs offices, clinics, occupational health units, community nursing services and 
private homes.  They assist Registered Nurses and Psychiatric Nurses in assessing, 
planning, implementing and evaluating nursing care.  They work under the direction 
of Physicians and Nurses.  In addition, they also make nursing decisions, provide 
required care for patients and are responsible for their own nursing actions.  In 
British Columbia, LPNs must be licenced to work in the province.  Most Licensed 
Practical Nurses provide bedside care, taking vital signs such as blood pressure, 
pulse and respirations.  They also distribute medication to patients and conduct 
various other treatments.  In a nursing home setting, LPNs evaluate residentsô 
needs, develop care plans, supervise Nursing Aides and perform clerical duties. 
 
Operating Room Technicians  
Operating Room Technicians prepare patients for surgery, assist during surgery 
setting up equipment and passing instruments.  They also clean and sterilize the 
operating room and instruments after the surgery is complete.  LPNs may become 
operating room technicians with additional training. 
 
 

Working Conditions 

 
Typically, Licensed Practical Nurses work in clean, bright and well-ventilated health 
care facilities.  They often stand and walk for long periods of time as they move from 
patient to patient, performing various duties.  Lifting or moving patients or equipment 
can result in back injuries.  Most LPNs work in hospitals and nursing care facilities 
working 40 hours per week.  Some LPNs work nights, weekends and holidays.  Part-
time and on-call work is common. 
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Job Outlook 

 
As with other Nursing positions, Licensed Practical Nurses should see steady growth 
as BCôs growing and aging population increases the need for health care services.  
In recent years, increased salaries for Registered Nurses have made hiring LPNs 
more cost-effective, increasing the demand for their services.  LPNs also have a 
wider scope of responsibilities than they used to which has increased their versatility.   
 

Wage  

 
The average full-time, full-year wage for Licensed Practical Nurses is less than the 
average for all occupations in the province.  Wages vary depending on experience 
and on whether workers are union or non-union employees.  LPNs with certification 
earned $4,000 to $7,000 per month.   
 

Education & Training 

 
Licensed Practical Nurses are required to complete a vocational, college or other 
approved program.  Registration with a regulatory body is required for all provinces.  
Completion of the Canadian Practical Nurse Registration exam as also needed. 
 
Operating Room Technicians required either additional academic training in 
operating room techniques or on-the-job training. 
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Dental Assistants4 
 
Dental Assistantsô duties include assisting Dentists during the examination and 
treatment of patients.  They also perform clerical duties and educating the public on 
dental health.  Most Dental Assistants work with Dentists in private practice.  Others 
may be employed in public health or in education. 
 
Those interested in becoming a Dental Assistant should have an aptitude for 
science, enjoy working with others and able to deal with people who may be under 
stress.  Personal neatness, cleanliness and good health are also important.  Dental 
Assistants must have manual agility, good interpersonal communication skills, basic 
analytical skills and knowledge of new technology in the field. 
 

Job Titles & Duties 

 
Dental Assistants 
They prepare treatment rooms and patients for treatment and assist Dentists during 
the procedures.  These duties include mixing and preparing dental materials, 
performing infection control tasks and applying rubber dams.  They also instruct 
patients on oral care.   
 
Other duties under a Dentistsô direct supervision can be included if they have 
successfully completed a recognized Dental Assistant program.  They may also 
expose, process and mount dental radiographs, polish teeth and apply topical 
fluoride and topical anesthetic. They may also take impressions of the teeth, apply 
fissure sealants and perform some orthodontic procedures. 
 
Dental Assistants may also have clerical responsibilities including maintaining 
patient records, scheduling patientsô appointments, collecting patient and insurance 
accounts, and ordering dental office supplies. 
 
Certified Dental Assistants (CDAs) 
These assistants are employed in general dental offices and specialty practices such 
as childrenôs specialists, orthodontics or oral surgery.  CDAôs practice in hospitals, 
dental clinics, the BC Cancer Agency, community health clinics and residential care 
facilities for seniors and the disabled.  They must qualify through education and 
examination in order to obtain a licence to practice.  There are over 5700 CDAs 
registered in BC. 
 
The difference between Dental Assistants and Certified Dental Assistants is that 
formal education is not required to do work as a Dental Assistant.  The Dentist who 
employs you may train the Dental Assistant.  Dental Assistants are not regulated or 
licenced while Certified Dental Assistants complete formal education and skills are 
examined using a standard testing. Since there are more skills delegated to the 
Certified Dental Assistant, there are more employment opportunities available. 
 
 

                                                 
4
 Statistical source Certified Dental Assistants of BC (www.cdabc.org) , BC Work Futures (www.workfutures.bc.ca) 

http://www.cdabc.org/
http://www.workfutures.bc.ca/
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Dental Hygienists 
These assistants provide dental hygiene treatments.  They also educate the public 
on the prevention of diseases and disorders of the teeth and mouth, as well as 
dentistry-related disorders of the head and neck.  They are employed in Dentistsô 
offices, hospitals, clinics, educational institutions, government agencies and private 
industry.  They may examine patients, collect their health history and consult with 
Dentists after coming up with an initial dental evaluation.  They can perform any of 
the duties performed by a Certified Dental Assistant but carry a much broader scope 
of responsibilities.   
 

Working Conditions 

 
Dental Assistants work in clean and well-lit Dentistsô offices, hospitals, public health 
centres and education institutions.  Dental Assistants usually work a 40-hour week, 
though some may work part-time and job share with other staff members.  Hours 
may include weekends and evenings as more Dentists have their businesses open 
to meet patientsô needs outside regular office hours. 
 

Wage  

 
The average earnings for Dental Assistants in BC were $24,403 as of May 2005.  
There are differences in salaries earned by certified and uncertified Dental 
Assistants.  Entry level Certified Dental Assistants earn between $11 - $15 per hour 
and extends to between $14 and $21 for experienced workers.  Level entry 
uncertified Dental Assistants earn about $8 per hour and about $17 per hour for the 
experienced worker.  The average annual earning for Dental Hygienists and 
Therapists in BC was $40,634 as of May 2005.   
 

Job Outlook 

 
The unemployment rate for Dental Assistants is lower than the provincial average.  
This reflects the demand for dental services and as a result, the employment 
demand for Dental Assistants is higher.  This work is not really affected by economic 
or seasonal fluctuations.  Industry sources suggest that Dental Hygienists 
experienced substantial employment growth over the past decade, particularly in 
urban centres and populated communities, such as the Lower Mainland and the 
Okanagan region.  Some other factors affecting the demand include the result of the 
increase in population, an aging population and increasing awareness of 
preventative dental care.  More individuals recognize the connection between good 
oral health and keeping their natural teeth healthy longer.  Some Dentists hire Dental 
Hygienists to perform preventative dental care while they devote more time to more 
restorative procedures.  
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Education & Training 

 
In order to work in this field, post secondary education in dental assisting is 
requested after secondary school graduation.  An individual with Level 1 training 
may work as a Chairside Dental Assistant with certification.  However, to work as a 
Certified Dental Assistant you must complete CDA Level 2 training and obtain a 
licence from the College of Dental Surgeons of BC.   
 
Training institutions offering this training include: 
 
Camosun College 
College of New Caledonia 
College of the Rockies 
Dougla College 
Malaspina University College 
Okanagan Univeristy College 
University College of the Fraser Valley 
Vancouver Community College 
 
Dental Hygienists are required to complete a 2 year college program in Dental 
Hygiene.  Registration and licencing by the College of Dental Hygienists of BC is 
required prior to employment.  Applicants must pass the National Dental Hygiene 
Certification Board Examination after all educational requirements have been met. 
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Nurses Aides, Orderlies and Other Patient Service Associates5 
 
Example Titles: 
 

 Health Care Aide  Hospital Porter 

 Long Term Care Aide  Nurses Aide 

 Nursing Attendant  Orderly 

 Patient Care Aide  Personal Care Attendant 

 Ward Aide  

 
Nurses Aides and Orderlies 
The duties for these positions include assisting in the 
basic care of patients under the direction of Nurses, 
hospital staff and Physicians.  They are employed in 
hospitals, nursing homes and other health care 
institutions.  Orderlies in BC who belong to unions 
have the same training requirements and duties as 
Licensed Practical Nurses (see previous sections for 
specific training required).   
 
They perform many of the same tasks as Licensed 
Practical Nurses including taking vital signs, 
answering call signals, collecting specimen samples 
as well as feeding and personal hygiene.  In acute 
care as well as long term care settings, Orderlies 
perform nursing procedures such as catheterization 
and sterile dressings, under the direction of a Nurse.  
Nurses Aides and Orderlies will also transport patients 
in wheelchairs or stretchers for treatment or surgery, 
carry messages, reports, requisitions and specimens 
from one department to another and maintain an 
inventory of supplies. 
 
 

Working Conditions 

 
Nurses Aides and Orderlies work in hospital wards or residential long-term care 
facilities.  They usually work eight to 12 hour, 36 to 40 hours per week and may also 
be required to work part-time, on-call, holidays and weekends.  The job involves 
constant standing or walking with potential hazards such as back injuries and 
exposure to infectious diseases or toxic chemicals.  There is also emotional stress of 
working closely with patients who are ill/disabled and their family members.  Nurses 
Aides need to be physically fit, patient, kind, understanding, emotionally stable and 
dependable.     
 
 
 

                                                 
5
 BC Work Futures (www.workfutures.bc.ca) 

http://www.workfutures.bc.ca/
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Wages  

 
The average annual earning for Nurses Aides and Orderlies in BC was about 
$27,900 in 2000 with just under half of those working full-time and full-year.  Earning 
generally increase with higher skills, number of years worked, union membership 
and other factors.  In unionized environments, entry level Nurses Aides may earn 
about $30,000 per year, while experienced Nurses Aides can earn about $34,000 
per year and more.  They will earn much less if they work in non-unionized 
environments.  Very few are self-employed.   
 

Job Outlook 

 
Hospital Settings: 
In recent years, there has been a growing trend towards privatization of some health 
care services.  If this were to happen, it may decrease the demand for Nurses Aides.  
Many hospitals have shifted towards hiring Licensed Practical Nurses and 
Registered Nurses instead of Nurses Aides.   
 
Residential, Long-term, Extended Care and Community Living facility 
Settings

6
: 

Nurses Aides are employed mainly in residential care facilities, such as long-term 
care facilities, extended care facilities, intermediate care facilities and community 
living settings for people with mental, emotional or physical disabilities.  Most future 
employment opportunities are expected to be in these areas.  Many of these 
positions are in non-unionized environments in private hospitals.  This is a very large 
occupational group which in turn offers excellent opportunities because of vacancies 
created as employees move in and out of positions.  
 

Education & Training 

 
In BC, Nurses Aides are generally required to have completed a Resident Care 
Attendant program.  Graduates are qualified to work with residents in continuing care 
settings, including extended and intermediate care facilities.  Currently, Nurses Aides 
do not require registration to practice in BC. It is possible for Nurses Aides to 
become LPNs with further education.  Those who enhance their skills with 
complementary training such as child care, mental health or rehabilitation assistant 
training, generally earn better wages and have greater success finding work. 
  
Orderlies are required to have the same training as Licensed Practical Nurses (LPN) 
or have been trained as Orderlies in some other province or country.  Some health 
care facilities also require completion of specialized courses such as CPR, First Aid 
certification and food handling/sterilization processes. 
 
 

                                                 
6
 For more in-depth information, please refer to the ñResident Care Aidesò section within this document. 
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Visiting Homemakers, Cleaners & Related Occupations7 
 
Those in this category are employed by home support services, private households, 
home care agencies, or self-employed.     
 
Example Titles: 
 

 Care Aide  Resident Care Aide 

 Housekeeping Aide  Home-Health Aide 

 Home Support Worker  Visiting Homemaker 

 Housekeeper  Personal Aide 

 Hospital Cleaner  Room Attendant 
 
Visiting Homemakers 
Homemakers provide ongoing or short-term home support services for individuals 
and families during periods of incapacitation, recuperation or family disruption.  They 
are employed by government and non-profit agencies and home-care agencies or 
they are self-employed.  They care for individuals and families providing bedside and 
personal care such as bathing, mobility and personal hygiene all under the direction 
of a home-care agency supervisor or Nurse.   
 
Companions  
Companions provide elderly clients with companionship and personal care in 
residential or institutional settings.  They are employed by home-care agencies, or 
they may be self-employed.  They aid clients with mobility, bathing and other 
personal hygiene tasks. 
 
Light Duty Cleaners  
Workers in the occupation clean the lobbies, hallways and rooms of hotels, motels, 
resorts, hospitals, schools, office and other buildings and private residences.  They 
clean floors, bathrooms, change bed linen and empty trash containers.   
 

Working Conditions 

 
Daily routines for these workers may vary.  Generally, they work with a number of 
clients (often four or five per day) with each job lasting a few hours, days or weeks.  
Some homes are neat and pleasant, while others are untidy or unpleasant.  Some 
clients are angry, abusive, depressed or difficult.  Others are nice and cooperative.  
In BC, most Homemakers work for private or civic organizations.  The governmentôs 
role is confined to setting eligibility criteria.  Generally, Homemakers work on their 
own with periodic visits by their supervisor working part-time and weekend hours.  
They may spend a large amount of time travelling from one client to another.  
 
 
 

                                                 
7
 Source:  BC Work Futures (http://startnow.workfutures.bc.ca/pdfs_en/NOC6471.pdf), additional information is available 

in the ñResident Care Aidesò section at the end of this document.  
 

http://startnow.workfutures.bc.ca/pdfs_en/NOC6471.pdf
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 Wages  

 
The estimated average earning is about $22,800 per year.  The hourly wage rate is 
about $8 - $16 per hour depending on your education and experience.  
 

Education & Training 

 
Basic requirements include: 

 Grade 10  

 Basic Rescuer First Aid 
Certification 

 Driverôs License 
 
Recommended: 

 Course in supporting people with 
dementia 

 Higher level first aid certificates 
beyond basic rescuer 

 
Other: 

 Courses in home support and resident care (section included in this binder) 
offered by BC colleges in part-time and evening programs are very helpful in 
securing employment with more responsibility and better pay. 
 

 

Job Outlook 

 
According to the Canadian Occupational Projection System (COPS), there will be 
3,560 positions becoming available from 2001 to 2011 due to retirements, worker 
turnover and new jobs being created. Workers in this sector have been able to help 
seniors or disabled individuals stay out of expensive residential care and stay in their 
homes for support services.  Likely, the demand for their services will increase with 
the increased aging population.  As well, due to government cut-backs in the past 
few years, many people who were previously eligible for home support services have 
had their services cut off or reduced.  There is no sign that this policy is likely to 
change in the future so again, this will increase the amount of work available in this 
sector.  Career advancement is somewhat limited but with experience and training, 
visiting Homemakers may move into such occupations as Health Care Aide or Long 
Term Care Aide in nursing homes and long term care facilities.   
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Clerical & General Office Occupations8 
 
This very large occupational group includes general office clerks, typists, receptionist 
and file clerks employed in offices throughout the public and private sector.  The 
health care sector employs many medical clerks who work in hospitals, clinics and 
other health care facilities. 
 
Example Job Titles: 
 

 Administrative Assistant  Hospital Unit Clerk 

 Medical Office Clerk  Office Clerk 

 Word Processing Clerk  File Clerk 

 Health Records Technician  Medical Records Clerk 

 Record Systems Clerk  Hospital Admitting Clerk 

 Medical Receptionist  Medical Transcriptionist 
 

Job Titles & Descriptions 

 
Though the range of duties varies in office settings, the main responsibilities for most 
workers in this sector involve typing correspondence, reports and other documents.  
They also maintain filing, inventory, mailing and database systems, provide general 
information to clients and the public, and maintain files and records.  They may also 
perform routine bookkeeping tasks such as preparing invoices and bank deposits.  
Those working in this sector need to be able to use a variety of office machinery and 
equipment including photocopiers, fax machines and computers.  
 
General Office Clerks / Typists / Word Processing Operators 
General Office Clerks spend much of their time preparing documents.  Typewriters 
are rarely used, and most text processing is done using computers and word 
processing or desktop publishing software. 
 
Receptionists / Switchboard Operators 
Receptionists greet clients and visitors, directing them to the appropriate personnel 
or area.  Receptionists answer telephones and assist walk-in visitors or clients.  
Switchboard operators mainly use telephone systems relaying calls and transferring 
to appropriate staff members. 
 
Records & File Clerks / Medical Office Clerks / Medical Record Clerks 
These clerks spend much of their time sorting and filing material and retrieving it 
when needed.  They set-up and maintain filing systems.  Many Record Clerks work 
specifically as Medical Office Clerks or Medical Records Clerks.  They maintain 
patient health records and related information, prepare medical, social and 
administrative statistics.  They apply their knowledge of medical terminology to do 
the work. 
 
 
 

                                                 
8
 BC Work Futures (www.workfutures.bc.ca) 

http://www.workfutures.bc.ca/
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Medical or Ward Secretaries 
These secretaries schedule and confirm appointments, and receive and 
communicate messages to patients and doctors.  They also type medical records, 
reports, articles and case histories.  Secretaries also type correspondence from 
machine dictation, shorthand and handwritten notes using typewriters, word 
processors and computers.  They interview patients to complete forms, documents 
and case histories. 
 
Health Services Representatives (Langley, BC) 
Part of the Health Services Navigation Team for BC 
Healthlines Services, these Health Services 
Representatives relay health information and referrals 
to the public and health professionals throughout the 
province.  Though the team is located in Langley, BC 
the opportunity and benefits are excellent with very 
minimal eligibility requirements.  The duties include 
responding to telephone calls from the public, providing 
information and referrals and identifying available health 
services options in accordance with established criteria. 
Starting wage of $19.60 per hour!   
 
Eligibility requirements include: 

 Typing speed of at least 40 wpm 

 Excellent understanding and comprehension of 
the English language 

 Exceptional written and oral communication skills 

 Multi-tasking abilities and able to work in a fast-
paced environment 

 Able to think independently while working as part 
of a dynamic team 

 
Patient Transfer Coordinator (Burnaby, BC) 
BC Bedline (www.bcbedline.ca) collaborates with Physicians and other health care 
professionals to facilitate the safe and timely transfer of acute and critically ill 
patients.  The duties include telephone calls from Physicians and other health care 
providers, logging the cases by entering patient information into a computerized 
database, and identifying available referral options in accordance with established 
criteria. Starting wage of $20.71 to $23.47 per hour!    
 
Eligibility requirements include: 

 Typing speed of at least 40 wpm 

 Excellent understanding and comprehension of the English language 

 Exceptional written and oral communication skills 

 Multi-tasking abilities and able to work in a fast-paced environment 

 Able to think independently while working as part of a dynamic team 
  
 
 
 

http://www.bcbedline.ca/
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Working Conditions 

 
Many positions are part and full time working 35 to 40 hours per week in regular 
office hours.  There may be evening or weekend work and shift work required.  Many 
clerical positions have been combined with others.  For example, the need for 
general office clerks is not needed as much for this work can be done by highly 
skilled secretarial staff and typist combining the work done by several people into 
one position performing all tasks.  Part-time employment is relatively common in this 
occupational group.  Working from home as Medical Transcriptionist is also another 
option.  Though there are obvious pre-employment requirements for these positions, 
the employers that hire for this are actually quite numerous.  For an extensive list of 
employers see website section of this handout.   
  

Wages  

 
The average earnings for these workers is $21,900 per year.  For those who were 
employed full-time for a full year, the average earning per year was $31,600.  
Receptionist and switchboard operators earned the lowest average income at 
$28,000.  Records management and filing clerks averaged $33,600.  General office 
clerks averaged $33,100 per year.  The hourly wages in some cases starts at 
minimum wage, though average wages for union positions are higher.  Experienced 
workers often progress to higher-paying jobs in related occupations, such as 
secretaries and office managers. 
 

Education & Training 

 
The education and training requirements to obtain work in clerical occupations within 
the health care industry are quite similar.  Many postings on the BC Interior Health 
website www.roomtogrow.ca require a Grade 12 Diploma and recent related 
experience or an equivalent of education, training and experience (totaling two or 
more years).  The skills and abilities include typing 50 wpm and knowledge of 
medical terminology. 
 
Academy of Learning  (www.abetterwaytolearn.com) 
Dental Administrative Assistant, Medical Office Assistant, Medical Secretary, 
Medical Transcriptionist, Medical Office Assistant with ñUnit Clerkò specialty, and 
other general office and computer certificates. 
   
Sprott Shaw Community College (www.sprottshaw.com) 
Medical Office Assistant, Office Assistant, General Office Clerk, etc.  
 
Thompson Career College  (www.thompsoncc.ca) 
Medical Transcriptionist Program 
 
CanScribe Career Centre Inc. (www.canscribe.com) 
On-line medical transcription school.  Head office located in Lake Country, BC. 
 
 
 

http://www.roomtogrow.ca/
http://www.abetterwaytolearn.com/
http://www.sprottshaw.com/
http://www.thompsoncc.ca/
http://www.canscribe.com/

