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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

10- New  Diagnostic Imaging Assistant Manager Diagnostic Imaging 

 

Department Division/Region Community Location 

Health Baffin Iqaluit QGH 

 

Fin. Code: 10643-01-2-235-1000000-01 

 

 

2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 

 

 Register patients for Diagnostic Imaging exams. 

 Provides general assistance in direct patient care and performs clerical and 

administrative duties as required. 

 Data entering X-Ray examinations from communities across the Baffin region 

into Meditech. 

 Digitizing X-Rays from communities. 

 Performing ECG’s, Holter Monitor’s and Event Recorders 

 

 

 

3. SCOPE 
 

Describe the impact the position has on the area in which it works, or if it impacts other departments, the 

government as a whole, or the public directly or indirectly.  How does the position impact those 

groups/individuals, the organization and/or budgets?  What is the magnitude of that impact? 

 

 The Qikiqtani General Hospital is a 20 inpatient bed facility located in Iqaluit, and is the 

diagnostic imaging referral center for the Baffin region. QGH provides health care 

services to adults and children on an inpatient/outpatient basis in order to restore health 

with dignity. 

 Located within the Department of Health & Social Services and reporting directly to the 

Manager of Diagnostic Imaging, the incumbent works with Ultrasound, Mammography 

and CT patients and physicians, registering and data entering.  

 

 

4. RESPONSIBILITIES 
 

Describe major responsibilities and target accomplishments expected of the position.  List the responsibilities 

that have the greatest impact on the organization first and describe them in a way that answers why the 

duties of the position are being performed.  For a supervisory or management position, indicate the 
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subordinate position(s) through which objectives are accomplished. 

Utilizing computer database for patient information: 

 Responsible to use Meditech for patient look-up 

 Responsible for entering examinations in Meditech upon patient’s arrival. 

 Assisting the Radiologist/Technologist by preparing the patient for examination. 

 Assisting the patient to understand the examination procedure when required, at the 

request of the patient or medical personnel. 

 Transferring patient from stretchers or wheelchairs to examination table. 

 Providing simple comfort and hygienic measures for the patients. 

 Being alert to and ensuring patient’s safety. 

 Distributing the Diagnostic Imaging reports to the Doctors and Health Centres upon 

receipt from the radiologists. 

 Purging x-ray films every year from 5+ years. 

 Performing EKG’s, Holter monitor and Event recorder hook-ups. (training will be 

provided) 

 Inputting EKG data into the computer 

 

Other Duties: 

 Maintain a positive, professional and patient-oriented demeanour in sometimes difficult, 

stressful situations. 

 

 

 

5.  KNOWLEDGE, SKILLS AND ABILITIES 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

Knowledge identifies the acquired information or concepts that relate to a specific discipline.  Skills describe 

acquired measurable behaviors and may cover manual aspects required to do a job.  Abilities describe natural talents 

or developed proficiencies required to do the job. 

These requirements are in reference to the job, not the incumbent performing the job. 

 Excellent oral and written communication skills. 

 Strong interpersonal skills and telephone etiquette. 

 Significant computer skill and software knowledge including Meditech experience. 

 Self-motivated 

 Dependable and punctual 

 This is a Highly Sensitive Position.  Criminal and Vulnerable Sector checks are required.  

 

 

 

6.  WORKING CONDITIONS  
 

List the unavoidable, externally imposed conditions under which the work must be performed and which 

create hardship for the incumbent.  Express frequency, duration and intensity of each occurrence in 

measurable time (e.g. every day, two or three times a week, 5 hours a day). 

 

 

Physical Demands 

 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 
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fatigue or physical stress. 

 Lifting and moving patients. 

 Bending and lifting charts, stock and storage of same. 

 

 

Environmental Conditions 

 

Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 

and duration of exposures.  Include conditions that increase the risk of accident, ill health, or physical 

discomfort. 

 Exposure to unwell/upset patients and family members. 

 Exposure to infectious conditions of patients. 

 Working in small work space. 

 

Sensory Demands 

 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 

judgments to discern something through touch, smell, sight, and/or hearing.  It may include concentrated 

levels of attention to details though one or more of the incumbents’ senses. 

 Potential for eye strain due to working on a computer daily. 

 

Mental Demands 

 

Indicate conditions within the job that may lead to mental or emotional fatigue that would increase the risk 

of such things as tension or anxiety. 

 Exposure to emotionally disturbing experiences on a regular basis. The incumbent is 

expected to remain calm, controlled and professional, regardless of the situation. 

Demonstrate care and compassion to the client/patient and other members of the health 

care team. 

 Within the health care setting there is a significant lack of control over the work pace 

with frequent interuptions and unrealistic demands that may lead to mental fatigue and/or 

stress. 
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7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

I certify that this job description is an accurate 

description of the responsibilities assigned to the 

position. 

  

  Deputy Head Signature 

 

  

Date 

 

I approve the delegation of the responsibilities outlined herein within the context of the attached organizational 

structure. 

 

 

 

8.  ORGANIZATION CHART 
 

Please attach Organizational Chart indicating incumbent’s position, peer positions, subordinate 

positions (if any) and supervisor position. 

 

 

“The above statements are intended to describe the general nature and level of work being 

performed by the incumbent of this job.  They are not intended to be an exhaustive list of 

all responsibilities and activities required of this position”. 


