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Ottawa Mindfulness Clinic 

RECEPTIONIST/ADMINISTRATIVE ASSISTANT 

The Ottawa Mindfulness Clinic (OMC) & Sea Glass Psychological Services (SGPS) are two aspects 
mental health services provided through a mindfulness-based treatment centre and the private practices 
of Drs. Lynette Monteiro and Frank Musten, Psychologists, and clinical associates. The group of 
professionals practising together under the umbrella of the OMC forms a cooperative delivering mental 
health services through mindfulness-based programs. The OMC conducts at least fifteen 8-week 
mindfulness programs annually along with retreats and workshops. Sea Glass PS is comprised of the 
private practice psychological services of Drs. Frank Musten and Lynette Monteiro, offering individual 
psychotherapy and personnel selection services for various organizations. 

Administrative services, while primarily dedicated to the activities of the OMC, occasionally involves some 
aspects of the SGPS such as scoring tests or setting up for assessments. This is a contract position 
based on an hourly rate for 15 hours per week with employee benefits (CPP, EI). There is a six month 
probation period to ensure a good fit with the organization. 

Job description for Receptionist/Administrative Assistant 

The incumbent will be responsible for the following for the OMC 

• Read and respond to emails inquiring about the MBSM & MSC programs 
• Setting up sign up through Eventbrite for information sessions and monitoring the flow of 

registrants 
• Respond to phone calls about the programs offered as above 
• Photocopying materials as required for the clinic 
• On line ordering of materials (printing of handouts by Staples) for programs 
• Preparing receipts for participants in courses or events 
• Data entry of course and event evaluations 
• General filing duties (client files and expense receipts) including creating labels for file folders 
• Attend events to support registration desk (some may be during evenings and/or weekends) 

The incumbent will be responsible for the following for SGPS 

• Forwarding phone calls and emails to psychologists 
• Scanning & scoring test forms when necessary 
• Faxing materials requested by external agencies 
• General filing duties 

All listed duties are open to change based on the growing needs of the OMC and/or SPGS. 
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Applicant Attributes 

Applicants should have an interest in mindfulness and open to working in an environment that fosters a 
mindful approach to interactions. They should have experience and be comfortable working with current 
technology. Experience with Word, Excel, templates, online set up of event registration, email protocols, 
cloud-based data storage and retrieval, and standard filing. 

The applicant we hope to work with will be sensitive to the population we serve, attending to their needs 
with patience and kindness. They will also be assertive in expressing their own needs, meeting the needs 
of those who seek information about the organizations’ services and with professionals who work in the 
organization. Additional attributes we seek are as follows: 

• Able to work in a quiet atmosphere with sensitivity to mental health issues 
• Excellent email (grammatical, tone and phrasing) and phone (polite, patient, straightforward) skills 
• Conscientious and reliable in carrying out the tasks as outlined above 
• Attentive to routine tasks 
• Good organization skills with the ability to stay focussed 
• Open to evolving ways of doing things 
• Creative and willing to take on challenges 
• Good problem-solving skills 
• Able to recover well from typical missteps with good stress awareness and coping skills 

This position is best-suited for someone with matured interpersonal skills, seeking part-time employment, 
is retired or semi-retired, and with a flexible availability for occasional evening or weekend duties. 

If you believe you have these attributes and enjoy working in a dynamic and encouraging setting, please 
forward you resume to our address below or via email (mindful@ottawamindfulnessclinic.com) with the 
subject header “ADMIN APPLICATION”. Cover letter should include direct experience with software and 
programs mentioned in the above job description and a statement of expected salary range. 

 


