INBIGENOUs  [ndigenous.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 P0OX 1CO



JOb Board POSting mus Careers.Indigenous.Link

Date Printed: 2024/04/26

Program And Operations Specialist

Job ID 09-79-E3-52-1F-DF

Web Address
https://careers.indigenous.link/viewjob?jobname=09-79-E3-52-1F-DF

Company Indigenous Sport & Wellness Ontario

Location Mississauga, Ontario

Date Posted From: 2020-10-16 To: 2020-11-15
Job Type: Full-time Category: Sports and Recreation
Job Start Date January 4, 2021

Job Salary $50,000

Languages English

Description

Indigenous Sport & Wellness Ontario is the designated Provincial/Territorial Aboriginal Sport Body
(P/TASB) for the province of Ontario, funded through the Ministry of Tourism, Culture and Sport and
Sport Canada. ISWO serves all Indigenous Peoples and communities across Ontario, including First
Nations, Inuit and MAGtis, living on and off-reserve, in rural and urban settings, encompassing more
than 350,000 Indigenous Peoples in the province.

ISWO promotes and creates opportunities for participation in sport and cultural activities that
promote wellness and positive lifestyles for Indigenous Peoples across Ontario. ISWO is recognized
by the Aboriginal Sport Circle (ASC) and the North American Indigenous Games Council, and is the
designated sport body for the development, selection and management of Team Ontario, for
participation at the National Aboriginal Hockey Championships and North American Indigenous
Games.

For more information, please visit iswo.ca.

Position Overview and Description

The Program and Operations Specialist will undertake a variety of program management and
administrative tasks. Working with multiple areas, the position will provide leadership to assist in the
management aspects of a program/project including administrative support, planning and
coordination of tasks, creating documents and resources, and keep information flowing between
parties. You will assist in planning and management of ISWO&€™s programming and activities, as
well as carry out important operational duties. The qualified candidate should be organized and
detail-oriented, comfortable working with diverse teams, and have project management experience.
The position will help facilitate the effective management of programs according to the
organizationa€™s standards. Knowledge of the Indigenous sport sector is considered an asset but
not required, however, a drive to succeed and the ability to run with a project and get the work done,
is. Wed€™re looking for someone with high energy and a passion for excellence. If you think this
describes you, and youd€™re looking to work with a small, agile team read on.

Primary Responsibilities:



PROGRAM COORDINATION

a€¢ Oversee and manage the administrative aspects of ISWOa€™s programs, events and special
projects.

a€¢ Support program development by assisting in planning, research and co-ordination of projects
and activities.

a€¢ Provide project management support for any organizational funds, grants or equipment
programs (i.e. Community Sport Fund, Power to Play program, etc.); responsibilities to include initial
drafting of guidelines, eligibility and evaluation forms (based on group discussion and input), intake
of applications, initial review and assessment, consistent check-ins with successful applicants, and
coordination for submission, distribution and storage of final reports and project materials (i.e.
infographics, photographs, videos, etc.).

a€¢ Assist in drafting templates, forms and documents, in collaboration with ISWO program staff
and management.

a€¢ Manage the development of a filing system using the Google Suite Platform.

a€c¢ Maintain contact lists for various groups of stakeholders and update as required; manage the
use of a CRM system to track all engagement, stakeholders, and contact.

a€¢ Update and maintain office policies and procedures; ensure implementation of policies and
practices.

a€¢ ldentify gaps in processes and propose solutions for a more efficient and effective organization.
a€¢ Maintain records and create reports or proposals.

a€¢ Provide technical support for technology (video conferencing, presentations etc.).

a€c¢ Coordinate the packaging and mailing of community information letters, certificates, gifts, etc.
for communities and organizations.

a€¢ Provide day-to-day administrative and operational support, across the organization to all
functional areas.

a€¢ Other duties as assigned.

PORTAL MANAGEMENT

a€¢ Implement ISWO&€™s online community moderation strategy and provide superior quality of
customer service and support to the online community, with the help of various communication tools.
a€¢ Review and moderate all user-generated content and user profiles (either pre, post or re-active
moderation) within forums, comments, images, videos and audio.

a€c¢ Act as Administrator for the Portal Admin accounts, processing emails, replying to inquiries and
complaints, and escalating when necessary.

a€¢ Review and approve submitted work for the Standing Bear streams and learning events;
communicate with users to indicate work progress, using the built-in admin functions in the My
ISWO portal.

a€¢ Manage and maintain portal content to ensure information is up to date and accurate.

a€¢ Other duties as assigned.

SPECIFIC PROJECTS

a€¢ Support the planning, coordination, and administration for various aspects of the 2021 Masters
Indigenous Games, including Volunteer Recruitment and Registration, and other administrative and
program support functions.

a€c¢ Development and implementation of an organizational 4€"Policies and Procedures
Manuala€™.



a€¢ Supporting ISWOa€™s community engagement strategy by keeping track of engagement
efforts and ensuring prepared communications are mailed out and sent to individuals, communities
and organizations as required (i.e. community info letters, certificates, thank you letters, gifts from
contests, etc.).

a€¢ Supporting the sport portfolio through the creation of templates, forms, checklists and other
documents to support events, programs and key initiatives.

Qualifications:

a€¢ A minimum of 3 years related education and/or a minimum of 5 years relevant experience with
references, or a combination of both.

a€c¢ Project management experience with the ability to meet deadlines, monitor the progress and
keeping project on track.

a€¢ Excellent organizational, time management and communication skills.

a€¢ Extreme attention to detail, and the ability to filter and focus on priorities.

a€c¢ Self-starter with a hands-on approach, a good sense of prioritization and the ability to work
under pressure in a multi-faceted environment.

a€c¢ Must have creative and strong research skills including gathering and analyzing data from
multiple sources to develop content.

a€c¢ Excellent interpersonal/networking skills and issues management/problem solving skills.

a€¢ A demonstrated commitment to high professional ethical standards and a diverse workplace.
a€c¢ A service-oriented, positive, and resourceful personality.

a€c¢ A proven track record of working independently but also able to work as part of a team.

Work Environment

Full-Time, 6-month Contract, with Opportunity for Renewal Pending Funding

How to Apply

A resume with a cover letter is to be submitted by October 30, 2020. Please submit your application
to: &€ceHR a€“ a€ceProgram and Operations Specialista€+ by email at careers@iswo.ca or by mail
to 1090 Aerowood Drive, Mississauga, Unit #1A, Ontario, L4W 1Y5.

Indigenous Sport & Wellness Ontario (ISWO) is an equal opportunity employer. We thank all
applicants for their interest and invite applications from Women, Indigenous People, Persons with
Disabilities and Visible Minorities, however only those selected for an interview will be contacted.
Preference will be given to Indigenous candidates (First Nations, MA®Gtis and Inuit).



