ESTD 2021

Fonota Famidy

CHIROPRACTIC

Ponoka Family Chiropractic: Chiropractic Care Coordinator

Ponoka Family Chiropractic: Chiropractic Care Coordinator

Position Schedule: Part-Time | Typically 20-30 Hours per Week
Starting Wage: $20+/hour, based on experience
Anticipated Start: October 2026 (earlier start may be available)

About Ponoka Family Chiropractic

Ponoka Family Chiropractic is a nervous system-centred chiropractic practice located in
Ponoka, Alberta. We are committed to serving and empowering individuals and families as
they pursue healthier lives.

As our practice continues to evolve, we are looking for an exceptional Chiropractic Care
Coordinator to join our care team and help support our daily operations, practice member
care, and the overall experience of every person who walks through our doors.

This is so much more than just a front desk position. As a Chiropractic Care Coordinator, you
will be one of the first people our practice members connect with and an important part of
creating a welcoming, organized, and consistent experience for every individual and family
we serve.

If you are looking for a professional, community-centred environment where your work can
make a meaningful difference, we would love to hear from you!

About the Role

As an integral member of the PFC team, the Chiropractic Care Coordinator will support both
the front- and back-end operations of the practice.

Daily responsibilities may include:

Welcoming and assisting practice members

Building genuine relationships with the individuals and families in our practice
Answering phones, managing schedules, and completing administrative tasks
Supporting the daily flow, organization, and efficiency of the practice

Assisting chiropractors with practice member intakes

Conducting testing and CLA INSiGHT™ scans following training

Preparing reports, paperwork, and practice member resources

Maintaining accurate, organized, and confidential records

Supporting communication between practice members, chiropractors, and team
members

Processing payments and completing basic financial and reporting responsibilities
Participating in team meetings and ongoing training



Assisting with other practice and operational needs as required
Working with external providers and companies in relation to practice member care
Upholding confidentiality related to practice members, their care, and the business

The successful candidate will work closely with our practice manager, chiropractors, and
fellow team members to help provide a consistent, compassionate, and professional practice
member experience.

This Role May Be Right for You If:

You enjoy building genuine professional relationships with people

You have a heart for serving others and making a meaningful contribution to your
community

You thrive in a positive, high-energy, and fast-paced environment

You are warm, welcoming, confident, and comfortable working with the public

You are committed to personal and professional growth

You are an excellent communicator

You are adaptable and able to step into different roles and responsibilities when
needed

You are detail-oriented and able to manage multiple priorities

You can navigate challenging or sensitive conversations calmly and professionally
You enjoy exploring new ideas and approach challenges with a solution-focused
mindset

You value teamwork while also being capable of working independently

You want to grow alongside a team, contribute to something meaningful, and make a
positive impact in the lives of families

Role Characteristics

The ideal candidate will be:

Passionate about natural health and well-being

Highly organized, resourceful, and eager to learn

Professional, honest, transparent, and trustworthy

Punctual, reliable, and responsible

Proactive and comfortable taking initiative

Flexible and willing to support the team wherever needed

Confident in their communication, problem-solving, and critical-thinking abilities
Comfortable using modern computer systems and learning new technology for
in-office purposes

Able to follow established systems while identifying opportunities for improvement
Efficient and self-directed while working within a team environment

Able to multitask, manage multiple responsibilities, and work at an efficient pace
Able to perform the physical requirements of the position, including periods of
standing throughout scheduled shifts

Previous administrative, customer service, healthcare, or in-office experience is considered
an asset but is not required for the right candidate.



Tools We Use

CLA INSIGHT™ scanning technology — training provided
Jane App practice management software — training provided
Aloha — training provided

Gmail

Google Workspace

Canva

Position Schedule

This is a part-time position, typically 20-30 hours per week, with the potential for
additional hours as the practice grows

Shifts may include mornings, afternoons/evenings, split shifts, and occasional
Saturdays based on practice needs

Occasional additional hours, up to approximately 36 hours per week, may be
available or required for vacation coverage, training, and other practice needs

The schedule will include a combination of shifts throughout the week

Flexibility to work varying shifts and provide additional coverage when needed is an
important part of this role

Compensation, Training, and Growth

Starting compensation will be based on relevant experience and qualifications and
discussed during the interview process

Compensation is reviewed annually based on performance, growth, and
development within the role

The successful candidate will participate in a structured onboarding and training
period designed to build confidence and competency within the role

Ongoing training and support will be provided as the successful candidate
progresses within the position

Opportunities for continued learning, increased responsibility, and growth within the
practice

Opportunity for additional hours as the practice continues to grow

Occasional opportunities to attend out-of-town chiropractic seminars

Additional benefits may become available based on length of employment and
eligibility

Applicants must live in or near Ponoka, Alberta, or be willing to relocate to the surrounding
area. Additional position details will be discussed during the interview process.

Employment may be conditional upon satisfactory completion of applicable reference and
background checks.

To Apply

If you feel you would be a great fit for our team, you may apply in one of the following ways:



e Hand-deliver your cover letter and résumé to our team and complete a position
application in person; or

e Complete our online position application and upload your résumé and cover letter
using the link below:

In your cover letter, please tell us:

e Why you would like to join the Ponoka Family Chiropractic team
e What makes you a great fit for this role
e What exceptional service means to you

Applications will only be considered once all three required components — the position
application, résumé, and cover letter — have been received.

We are currently reviewing applications and will contact selected candidates regarding the
next steps in our interview process. This posting will remain open until the position has been
filled. Only applicants selected for an interview will be contacted.

We look forward to learning more about you!

SUBMIT YOUR ONLINE APPLICATION —



https://forms.gle/Vv7yacWZTooNnRp19
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