	KERMODE FRIENDSHIP SOCIETY

Aboriginal Head Start Program Coordinator




Reporting to the Executive Director, the Aboriginal Head Start Program Coordinator works collaboratively at a planning and management level with the Pre-school staff, Parent Advisory Committee and a number of health care, social service and education specialists who deliver the AHS program to pre-school children.

RESPONSIBILITIES
· The annual review, evaluation and planning of Aboriginal Head Start Program content with full participation from the Parent Advisory Committee and Pre-school staff

· The execution of financial management responsibilities through the formulation, justification and control over the KFS AHS Pre-school annual operating budget

· Liaises with the Pre-school Supervisor to ensure the AHS Pre-school operates with in all licensing and PHAC funding requirements and established policies and procedures

· The execution of delegated personnel management responsibilities in accordance with established KFS personnel policies and procedures

· The performance of other related duties as, and when, directed by the Executive Director

STATEMENT OF QUALIFICATIONS

· Possess Bachelor Degree in Education, or a combination of ECE and Administration Certificate or Social Work and Administration Certificate

· Willing to undertake sponsored training

· Possess a valid Child Safe First Aid Certificate, or equivalent

· Minimum 2 years work experience in a private or community pre-school setting

· Minimum 2 years management experience in a daycare or pre-school setting

KNOWLEDGE, SKILLS, & ABILITIES

· Familiar with the Community Care Facilities Act, Provincial Child Care Regulations and Health Canada’s programming
· Aboriginal Head Start Program Requirements 

· Proficient computer skills, including Microsoft: Word, Excel, Outlook, Access
· Possess excellent verbal and written communication skills
· Able to work in a team setting with co-works and a variety of child specialists.

· Leadership skills

MANDATORY REQUIREMENTS

· TB test, and up-to-date immunizations record
· Criminal record check

· Sign a code of ethics and confidentiality agreement
· Possess a valid drivers license (Class 5) and reliable vehicle
Terms of Employment: Full-time position with 3 month probation period 

Start Date: As soon as Possible
Hours per week: 35 hrs per week, full-time 

Wage: commensurate with education & experience 
Email resume to: hr@kermodefriendship.ca


Closing Date: April 29, 2024
Updated:4/5/2024

