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Job Board Posting
Date Printed: 2024/05/05

Assistant – Practice Teaching Office / Adjoint.e. Au Bureau Des Stages

Job ID 79-A0-AB-2A-E5-E4
Web Address https://careers.indigenous.link/viewjob?jobname=79-A0-AB-2A-E5-E4
Company Bishop's University
Location Sherbrooke, Quebec
Date Posted From:  2021-05-28 To:  2021-11-24
Job Type:  Full-time Category:  Office
Job Salary Class 7: $20.07 To/Ã  $26.16 Per Hour/de L'heure (APBU â€“ Unionized
Position/poste SyndiquÃ©)
Languages English And French / Anglais Et FranÃ§cais

Description
Posting 21-19 (Temporary full time position) 
The following statements are intended to describe the general nature and level of work performed. They are not
representing an exhaustive list of all responsibilities, duties and skills required. 
Bishopâ€™s University is seeking an Assistant â€“ Practice Teaching Office for a temporary full-time position in the
School of Education. Reporting to the Manager â€“ Practice Teaching Office, the incumbent will accomplish tasks to
help alleviate the administrative and academic workloads of the Manager â€“ Practice Teaching Office and the Dean of
the School of Education. The incumbent will also provide secretarial and clerical assistance in the Practice Teaching
Office, including answering inquiries from students and school personnel on various aspects of the practica offered by
the School of Education. This position has a work week of 32.5 hours from Monday to Friday with occasional evenings
and weekends required. This position will not exceed two years. 
Nature of Duties & Responsibilities: 
-Welcomes, informs, and directs inquiries from students, associate teachers, supervisors, and school administrators in
relation to policies, requirements and procedures of the various practica of the School of Education; 
-Types, reviews, proof-reads, and distributes various documents such as correspondence, confirmations of placements,
student handbooks, profile forms and other practicum documentation; 
-Maintains office equipment for the Practice Teaching office; 
-Manages inventories of office supplies; 
-Sees to the physical preparation for workshops, conferences, associate teacher and supervisor meetings, and
symposiums; 
-Collaborates with faculty to organize supervision of practica and student schedules; 
-Manages databases relative to student practica, including student information, associate teacher information,
supervisor information, and school board information; 
-Acts as a resource person for Education students for documentation related to practica; 
-Performs additional similar / related task as required. 
------------------------------------------------- 
AFFICHAGE 21-19 (Poste temporaire Ã  temps plein) 
Les Ã©noncÃ©s suivants sont destinÃ©s Ã  dÃ©crire la nature et le niveau de travail gÃ©nÃ©ral. Ils ne reprÃ©sentent
pas une liste exhaustive de toutes les responsabilitÃ©s, tÃ¢ches et aptitudes requises. 
Lâ€™UniversitÃ© Bishopâ€™s recherche un Adjoint(e) au bureau des stages pour un poste temporaire Ã  temps plein
dans Lâ€™Ã‰cole des sciences de lâ€™Ã©ducation. Se rapportant au Gestionnaire du bureau des stages le titulaire
du poste accomplira des tÃ¢ches permettant dâ€™allÃ©ger la charge de travail administrative et acadÃ©mique du
Gestionnaire du bureau des stages et du Doyen de lâ€™Ã‰cole des sciences de lâ€™Ã©ducation. Le titulaire du
poste devra Ã©galement fournir une assistance clÃ©ricale et administrative au Bureau de pratique de
lâ€™enseignement, notamment en rÃ©pondant aux demandes des Ã©tudiants et du personnel de lâ€™Ã©cole sur
divers Ã©lÃ©ments et aspects des stages offerts par lâ€™Ã‰cole des sciences lâ€™Ã©ducation. La semaine de



travail est de 32.5 heures, du lundi au vendredi avec des soirÃ©es et fins de semaine occasionnelles. Ce poste ne
dÃ©passera pas deux ans. 
Nature des tÃ¢ches: 
-Accueillir, informer et diriger les requÃªtes des Ã©tudiants, enseignants associÃ©s, superviseurs et administrateurs de
lâ€™Ã©cole concernant les politiques, exigences et procÃ©dures des diffÃ©rents stages de lâ€™Ã‰cole des sciences
de lâ€™Ã©ducation; 
-RÃ©diger, rÃ©viser, corriger et distribuer divers documents tels que la correspondance, les confirmations de stages,
les manuels dâ€™Ã©tudiants, les formulaires de profil et dâ€™autres documents de stage; 
-Veiller Ã  lâ€™entretient du matÃ©riel et de lâ€™Ã©quipement de bureau pour le Bureau de pratique de
lâ€™enseignement; 
-GÃ©rer les inventaires des fournitures de bureau; 
-Voir Ã  la prÃ©paration physique des ateliers, confÃ©rences, rÃ©unions des enseignants associÃ©s et des
superviseurs et des symposiums; 
-Collaborer avec le corps professoral pour organiser la supervision des horaires des stages et des Ã©tudiants; 
-GÃ©rer les bases de donnÃ©es relatives aux stages Ã©tudiants, y compris les informations sur les Ã©tudiants, les
informations sur les enseignants associÃ©s et les informations sur les Centres de services scolaire; 
-Agir Ã  titre de personne ressource auprÃ¨s des Ã©tudiants en Ã©ducation pour la documentation relative aux stages; 
-Effectuer toutes autres tÃ¢ches connexes au besoin. 

Experience
1 to 3 years of similar experience / 1 Ã  3 annÃ©es dâ€™expÃ©rience pertinente
Education Requirements
Professional diploma requiring more than 900 hours of studies (DEP) / DiplÃ´me dâ€™Ã©tudes professionnelles (DEP)
exigeant plus de 900 heures dâ€™Ã©tudes
Weight Handling
Light and medium exertion / Efforts lÃ©gers et moyens
Additional Skills
Working knowledge of English and French / Bonne connaissance de la langue anglaise et de la langue franÃ§aise
Other
Bishopâ€™s University implements an equal access employment / program under the Act respecting equal access to
employment in public bodies and welcomes applicants who are committed to upholding the values of equity, diversity,
and inclusion and who will assist us expand our capacity for diversity and inclusion. We encourage applications from
members of groups that have been historically disadvantaged and marginalized, including Indigenous peoples, visible
and ethnic minorities, persons with disabilities, women and LGBTQ2+.
________________________________________________________
Lâ€™UniversitÃ© Bishopâ€™s applique un programme dâ€™AccÃ¨s Ã  lâ€™Ã©galitÃ© en emploi issu de la Loi sur
lâ€™AccÃ¨s Ã  lâ€™Ã©galitÃ© en emplois des organismes publics et accueille les candidats qui sâ€™engagent Ã 
respecter les valeurs dâ€™Ã©quitÃ©, de diversitÃ© et dâ€™inclusion et qui nous aideront Ã  accroitre notre capacitÃ©
en matiÃ¨re de diversitÃ© et dâ€™inclusion. Nous encourageons les candidatures de membres de groupes
historiquement dÃ©favorisÃ©s et marginalisÃ©s, notamment les peuples autochtones, les membres des minoritÃ©s
visibles et ethniques, les personnes handicapÃ©es, les femmes et les personnes LGBTQ2+.
How to Apply
If interested, please submit your curriculum vitae and cover letter, including what position you are applying for by June
20th 2021 before 4:00 pm to careers@ubishops.ca 
Per the Collective Agreement, priority will be given to qualified internal applicants. Please note that only candidates
selected for an interview will be contacted and testing may be required; thank you for your interest. We provide support
in the recruitment processes to applicants with disabilities, including accommodation that takes into account an
applicantâ€™s accessibility needs. If you require accommodation in order to participate as a candidate in the
recruitment process, please contact careers@bishops.ca 
________________________________________________________ 
S.V.P. faire parvenir votre curriculum vitae ainsi quâ€™une lettre de prÃ©sentation, en indiquant pour quel poste vous
appliquez dâ€™ici le 20 juin 2021, 16 :00 Ã  careers@ubishops.ca 
Tel que prÃ©vu Ã  la Convention Collective, prioritÃ© sera accordÃ©e Ã  un candidat interne qualifiÃ©. Veuillez noter



que seules les personnes retenues pour une entrevue seront contactÃ©es, et que des tests de sÃ©lection peuvent
Ãªtre administrÃ©s ; merci pour lâ€™intÃ©rÃªt manifestÃ©. Dans le processus de recrutement, nous fournissons un
soutien aux personnes handicapÃ©es afin de rÃ©pondre aux besoins en prÃ©venant et en Ã©liminant les obstacles Ã 
lâ€™accessibilitÃ©. Si vous nÃ©cessitez de mesures dâ€™adaptation pour participer en tant que candidat dans le
processus de recrutement, veuillez contacter careers@bishops.ca


