Job Description

Position: Women’s Leadership & Development Coordinator
Part-time: 20 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 a Women's Leadership &
Development Coordinator to oversee the day-to-day operations of PIRS women’s development
programs and Learning Journey program activities.

The Women's Leadership & Development Coordinator takes leadership in finding the right pathways to
help empower immigrant and refugee women. The right candidate works collaboratively with PIRS staff
and other service providers to offer the right resources and opportunities for immigrant and refugee
women. At the same time, the right candidate takes leadership in using user-centered research to
improve our service delivery.

Duties and Responsibilities

Program Support:

e Coordinate women’s leadership and development programs and Learning Journeys project
activities, and support program development and client service offerings

e Recruit and maintain collaborative community-based partnerships to coordinate provision of
services, resolve program delivery, and exchange information

e Report on client outreach, recruitment, program registration, retention, and satisfaction

e Develop practicum opportunities for participants within PIRS programs, and / or in partnership
with post-secondary institutions and service delivery partners

e (Collaborate with the Volunteer Coordinator and Program Coordinator to help develop PIRS’
client outreach and care (including improving resources and opportunities)

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

e Conduct regular program site visits to provide support to program facilitators

e Ensure we have the right resources available to support program staff

e Facilitate communication between program staff / project leads and the main office

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

e Liaise with community partners to create and manage programs’ guest speakers list

PACIFIC IMMIGRANT RESOURCES SOCIETY
1874 Kingsway, Vancouver BCVSN 287

Tel: 604-298-5888 | Fax: 604-298-7115 Lowe: Meinland

Member Agency
United Way

info@pirs be.ca | WWW . pirs.bc.ca




:ﬁ

Research & Evaluation:

e  Help identify emerging client/community/sector needs and develop recommendations for
programming to address those needs in collaboration with PIRS stakeholders

e  Participate in the development and implementation of evaluation activities as required, which
may include surveys, data collection, compiling success stories

e Oversee client research and data intake (gather info with the help of intake workers, teachers,
facilitators, ECE and OSW) in support of proposal development, communications (incl. thought
leadership), and operations (growth and improvement needs)

e Help conduct internal needs and performance assessments/evaluations (Quality Assurance)

e  Report all progress on partner/client generation and program coordination

Community and Public Relations:

e Support communication with partners, government officials, funders and donors

e Recruit and maintain collaborative community-based partnerships to coordinate provision of
services, resolve program delivery, and exchange information

e Increase and maintain our referral network by promoting PIRS programs to
community/settlement workers and groups

e Support program participants with program access, help ensure successful
integration/participation, and help inform them of other community resources

e  Works with project leads, collaborate with other PIRS coordinators and staff, service delivery
providers and participants to plan events, including arranging childcare and volunteers, and
attending to promotional and logistical needs

e Represent PIRS at special events and workshops as needed

Leadership:

e Assist with the coordination of day-to-day program administrative duties (e.g. budgets,
scheduling, staffing, space requirements, staff timesheets, agreements, supply orders, etc.)

e Help maintain program and client management information systems

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

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

e  Assist with the recruitment, orientation and training of facilitators and program volunteers

e 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

e Assist with the improvement of agency and program resources and policies and procedures

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

e 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)

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

e Bachelor’s degree in a related field or equivalent combination of experience and education.
Training in Adult Education or in Facilitation is preferred.

e 3+ years’ experience in a non-profit sector and facilitating groups, especially with immigrant
women

e Experience working with immigrant &/or refugee women and understanding of women's issues,
and settlement sector practice and issues

e Excellent organizational, project, data management and reporting skills

e Excellent oral and written English language skills

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

e Demonstrated understanding of trauma informed approaches

e Demonstrated experience in team building, group facilitation, training, assessment delivery

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

e Excellent time management and problem solving skills with work prioritization abilities

e Ability to work in a team environment and independently

e Additional language skills an asset

e Experience with proposal development is an asset

e Proficient in using various software

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

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

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

e Attitudes and values compatible with the goals and philosophy of PIRS

e 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 257

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



