
Indigenous.Link
Canada’s fastest growing Indigenous career portal, Careers.Indigenous.Link is pleased to introduce a new approach to
job searching for Indigenous Job Seekers of Canada. Careers.Indigenous.Link brings simplicity, value, and functionality
to the world of Canadian online job boards.

Through our partnership with Indigenous.Links Diversity Recruitment Program, we post jobs for Canada’s largest
corporations and government departments. With our vertical job search engine technology, Indigenous Job Seekers can
search thousands of Indigenous-specific jobs in just about every industry, city, province and postal code.

Careers.Indigenous.Link offers the hottest job listings from some of the nation’s top employers, and we will continue to
add services and enhance functionality ensuring a more effective job search. For example, during a search, job seekers
have the ability to roll over any job listing and read a brief description of the position to determine if the job is exactly
what they’re searching for. This practical feature allows job seekers to only research jobs relevant to their search. By
including elements like this, Careers.Indigenous.Link can help reduce the time it takes to find and apply for the best,
available jobs.

The team behind Indigenous.Link is dedicated to connecting Indigenous Peoples of Canada with great jobs along with
the most time and cost-effective, career-advancing resources. It is our mission to develop and maintain a website where
people can go to work!

Contact us to find out more about how to become a Site Sponsor.

Corporate Headquarters:
Toll Free Phone: (866) 225-9067
Toll Free Fax: (877) 825-7564
L9 P23 R4074 HWY 596 - Box 109
Keewatin, ON  P0X 1C0



Job Board Posting
Date Printed: 2024/05/19

Administrative Coordinator

Job ID 05-00-BA-DB-18-83
Web Address https://careers.indigenous.link/viewjob?jobname=05-00-BA-DB-18-83
Company Southwest Ontario Aboriginal Health Access Centre
Location Muncey, Ontario
Date Posted From:  2024-04-19 To:  2024-10-16
Job Type:  Full-time Category:  Health Care
Job Salary $51,595 To $60,700 Per Year
Languages English

Description
Southwest Ontario Aboriginal Health Access Centre (SOAHAC) is a diverse, dynamic, multiservice Indigenous health and wellness agency. We strive
to provide quality, wholistic health services by sharing and promoting traditional and western health practices to enable people to live in a more
balanced state of well-being. SOAHAC provides services to Indigenous people including those who live on and off reserve, status, non-status, Inuit,
and Metis within the Southwest, Waterloo Wellington, and Erie St Clair regions. SOAHAC has a mandate of ensuring that health services are
accessible, of high quality, and are culturally appropriate. It is SOAHAC's objective to build health care capacity within Indigenous communities.
Currently, we are seeking the services of an Administrative Coordinator to join our interdisciplinary staff team to support all SOAHAC sites.
Reporting to the Director, Quality and Health Equity, we are looking for an Administrative Coordinator to be a key player in keeping the day-to-day
operations at SOAHAC running smoothly & moving key initiatives forward. This new role will be responsible for supporting a wide range of tasks
including supporting multiple cross-functional projects and assisting with the coordinating of daily activities that ensure that our clinic sites can focus on
client care delivery.
This position is part of the broader team of Coordinators and will be expected to assist with larger meetings and organizational wide events. These
events may take place outside of regular hours; therefore, flexibility and the ability to travel between sites is essential to the role.
You will be a good fit for this job if you are:
- an excellent communicator 
- extremely organized with an eye for detail
- tech savvy with above average computer skills
- a people person
- solution focused
- a multitasker
- excited by new challenges
Key Job Requirements
- Minimum of 3-5 years of experience in health care, public sector, First Nation Community or Not-for Profit organization(s) preferred.
- Experience managing multiple priorities simultaneously, including providing administrative support, tracking project progress, and following up on
deliverable and milestones on important initiatives.
- Proven ability and experience using project management methodologies would be an asset.
- Demonstrated ability to work effectively and co-operatively with staff at all levels of an organization, members of the public, vendors and other
partner, government, or health agencies.
- Ability to collaborate at all levels in the organization to ensure that administrative systems and processes are consistently followed and monitored for
effectiveness and that gaps are identified and resolved.
- Excellent communication skills including the ability to prepare briefing notes, synthesize materials and prepare PowerPoints and meeting materials.
- Demonstrated ability to effectively plan, organize and manage complex projects with limited supervision or direction.
- Excellent community engagement and relationship skills both within Indigenous communities and non-Indigenous environments
- Superior critical thinking, analytical and problem-solving skills.
- Ability to handle sensitive and confidential information discreetly and professionally.
- Understands business objectives, annual organizational priorities and key deliverables, annual reporting cycles.
- Outstanding integrity, initiative, creativity, and passion
- Valid Ontario "G" Driver's license; personal auto insurance and access to a reliable vehicle
- Willingness to participate in Indigenous Cultural Safety Training, and ongoing cultural teachings and ceremonies.
- Clean and current vulnerable sector police check as a condition of employment 
- Up to date immunization record
Responsibilities
- Coordinates times lines and deliverables for projects, reporting, committee/team meetings and external funding/performance/compliance reporting
- Provides cross-functional tasks and/or duties within the portfolio including quality initiatives and support implementation and monitoring of portfolio
projects. 
- Coordinates and/or leads project and special events
- Assists in research, preparation, and reporting of a wide range of information requests
- Analyzes data and creates reports for the Leadership Team to support decision making.
- Provides administrative support to the Strategy & Planning Portfolio including creating agendas and presentations to prepare for meetings.



- Keeps the Leadership Team updated on priority initiatives and key projects.
- Recommends quality improvement ideas to facilitate effective and efficient processes.
- Identifies issues for escalation to the Director with proposed solutions.
- Ensures documentation is maintained throughout projects and tasks using shared, collaborative workspaces.
- Build relationship with multiple teams in alignment with project plans and assigned responsibilities.
- Supports a successful internal & external communication strategy through proficiency with a variety of communication platforms: SharePoint, MS
Teams, Facebook, Linkedln 
- Analyze project progress and performance and produce status reports.
- Supports culturally appropriate outreach, focus groups, community engagement and knowledge sharing.
- Promotes an environment that encourages and supports changes and compassion.
This job may require additional responsibilities and duties as assigned by Southwest Ontario Aboriginal Health Access Centre.
This position is full time (35 hours/days per week). Salary is competitive and subject to experience. Comprehensive benefits and HOOPP pension
package included.
SOAHAC values diversity and is an equal opportunity employer; however, hiring preference will be given to qualified Indigenous applicants. SOAHAC
is committed to providing employment accommodation in accordance with the Ontario Human Rights Code and the Accessibility for Ontarians with
Disabilities Act. If you require accommodation to apply or if selected to participate in an assessment process, please advise Human Resources.
Work Environment
Hybrid with any SOAHAC location as a hub office (London, Chippewa, Newbury, Waterloo Wellington, Windsor, or Owen Sound)
How to Apply
If you are interested in applying to this position, please forward your cover letter and resume to careers@soahac.on.ca.


