
 

Job Description 

Position: Instructional Coordinator 

Part-time: 14 hours/week 
Salary: $26.00/hour 
Effective Date: November 15, 2019 

Closing Date: Until position is filled  
 

Job Purpose 

Pacific Immigrant Resources Society (PIRS) is a community-based, non-profit organization serving 
immigrant and refugee women and their young children since 1975. In 2018, we served 1,263 
participants through 20 different programs. We are currently looking for an English as an Additional 
Language (EAL) instructor who would like additional responsibility to help support PIRS’ team of 
teachers. 

The Instructional Coordinator will be responsible for supporting EAL instructors including monitoring 
and evaluating instructors’ teaching styles, conducting student assessments, implementing professional 
development and new curricula, and sharing best practices to help improve program delivery.  

 

Duties and Responsibilities 

Program Support: 

 Conduct regular program site visits to provide support and help monitor program instructors  

 Ensure we have the right resources available to support program delivery 

 Facilitate communication between program staff and the main office  

 Assist with monitoring the delivery of programs ensuring that PIRS is meeting its funded target 
deliverables within budget  

 Assist with writing and submitting reports to the management team, the board, and funders 

 Participate in the development and implementation of trauma-informed assessment procedures 
to analyze student needs and progress 

 Monitor and evaluate teaching and facilitating styles and recommend changes that would help 
strengthen the skills and abilities of teachers and facilitators 

 Ensure PIRS programs comply with TESOL standards of practice and trauma informed practices 

 Liaise with community partners to create and manage programs’ guest speakers list 
 
Community and Public Relations: 

 Support communication with partners, government officials, funders and donors 

 Represent PIRS at special events and workshops as needed 

 Participate in sectoral, government and community consultations and meetings as required 

 Participate in community information sharing, festivals, fundraising and other special events, 
including organizing and implementing agency-wide events for immigrant and refugee women 
(and their families) as required  



 

 

 Help identify emerging client/community/sector needs and develop recommendations for 
programming to address those needs  

 
Leadership: 

 Assist with the coordination of day-to-day program administrative duties (e.g. budgets, 

scheduling, staffing, space requirements, staff timesheets, agreements, supply orders, etc.) 

 Help maintain program and client management information systems 

 Assist with grant and fund applications, proposal writing, and other fund development activities 

 Maintain effective communication with staff, volunteers, partners, and management 

 Assist with the recruitment, orientation and training of teachers, facilitators and program 

volunteers 

 Assist with implementation of PIRS Human Resource and Program policies and ensure all 

relevant standards are met (Employment, WCB, human rights, etc.) and all regulations on 

professional certification are upheld 

 Assist with the improvement of agency and program policies and procedures, particularly taking 

a leadership role in improving our trauma-informed practices 

 Assist with the research, design and creation of program resource tools and manuals 

 Assist with the creation of in-person or online learning modules, including webinars, documents 

and other resources, and promote continuous learning opportunities 

 Coordinate team training and development, and ensure cooperation among this team (team 

building) 

 Collaborate with other program coordinators to meet PIRS goals and help streamline processes 

 Assist with the creation and maintenance of a high performance and positive work environment 

 Schedule, help lead and participate in PIRS staff meetings as required, specifically program staff 

meetings (lead accountability of program staff and support team as needed) 

 Assist with monitoring program staff timesheets and expenses 

 Assist with grant applications and the development of budgets for new programs and initiatives, 

and ensure programs operate within budget 

 Support with other administration needs as required to support the goals of the organization 

 

Qualifications 

 Bachelor’s degree in a related field or equivalent combination of experience and education. 
Education, Social Work, Human & Social Development, or the Social Sciences preferred. TESOL 
certification required 

 5+ years’ experience in English as an Additional Language within the non-profit sector 

 Experience working with immigrant &/or refugee women and families of various backgrounds / 
ages (experience in the settlement sector is preferred) 

 Sensitivity to the needs of immigrant women and children, whose needs may change over time 

 Excellent organizational, data management (incl. compiling & interpreting) and reporting skills 

 Excellent oral and written English language skills 



 

 

 Excellent cross-cultural communication skills (verbal, written and basic counselling, 
interpersonal and conflict resolution skills) with focus on trauma-informed practice 

 Demonstrated experience in team building, group facilitation, assessment and problem solving 
skills 

 Knowledge of settlement, family resources, early childhood development resources and 
community in the Lower Mainland and ability to work collaboratively with existing service 
providers 

 Excellent time management skills with work prioritization abilities 

 Ability to work in a team environment and independently  

 Additional language skills an asset  

 Experience of IRCC Language & Settlement programs is an asset 

 Experience with proposal development is an asset 

 Continuous professional development, including reading relevant journals, books and 
publications 

 Strong team building, cross-cultural, and interpersonal skills, with a professional presence and 
an ability to interact with a diverse audience 

 Passion for inclusivity and diversity, and interest in being part of a multicultural team is an asset 

 Possession of non-judgmental and genuinely positive attitudes (culture, religion, sexuality, 
special needs) and freedom from stereotypes 

 Attitudes and values compatible with the goals and philosophy of PIRS 

 Must have a valid driver's license and access to a vehicle to travel between programs across 
Vancouver and in some Lower Mainland communities 

 

Application Details 

This position requires a criminal background check. 
 

Please send resume and cover letter outlining relevant experience to:  
Pacific Immigrant Resources Society  
1874 Kingsway, Vancouver, BC V5N 2S7  
Email to: ncabrera@pirs.bc.ca  
 

We thank everyone for their interest. Only those shortlisted will be contacted. 
 

With respect, diversity, and collaboration at the core of PIRS, we are an organization that knows the value of 
talented people. A career with us is an opportunity to be part of a team that is focused on supporting and creating 
inclusive environments and developing skills in those we serve. You can expect a competitive salary, flexibility and 
challenging work. We recognize the importance of a diverse workforce and encourage applications from First 
Nations peoples, women, LGBTQ-identified people, people of colour, and people with disabilities. 

 


