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Language Instruction for Newcomers to Canada Programme Assistant
Job Posting
Job Overview
The LINC Programme Assistant is responsible for assisting the LINC Co-ordinator to manage the day-to-day operations of ESL classes in several community locations.  The position involves data entry, registration and waitlist management, staff and student support and various administrative tasks.
Program Maintenance and Student Support:

· Student intake including registration and appropriate class placement, waitlist management, communication with all student referrals
· Provide an orientation for new students and gather information required by IRCC in a confidential manner 
· Monitor student attendance, follow up on student absences and leaves of absence ensuring adherence to agency policy

· Administer student feedback sessions, collate and submit feedback reports

· Provide student support letters for EIA, Daycare subsidy, Child Tax Benefit Review, and Citizenship
Administrative Duties:
· Maintain iCARE LINC program database information, inputting data and meeting monthly report deadline

· General reception including first point of contact for visitors and telephone calls
· Assist with annual asset inventory 

· Assist teachers with computer equipment  

· Participate in team meetings with all programme staff

· Maintain confidentiality of all the information related to the centre, the children, their families and staff

· General reception 

· Other duties as reasonably assigned
Qualifications:

· Administrative experience, and or related education
· Strong interpersonal, and organizational, skills 
· Exceptional written and oral communication skills 

· Detail oriented

· Knowledge of community resources including immigrant serving agencies and resources for newcomers
· Sensitivity to and understanding of the needs of newcomers
· Ability to work independently and be self-directed 

· Ability to work cooperatively in a non-profit and volunteer based organization 

· Valid Criminal Record and Child Abuse Registry Checks
· Access to a vehicle and ability to travel within the city an asset
· Experience working with newcomers in an ESL setting an asset

· Teaching English as a Second Language Certificate from a TESL Canada certified institution an asset
Job Details:

· Location:
Mosaic – Main office 397 Carlton Street and travel to other community locations 

· Schedule:
20 hours: days and hours to be negotiated
· Start Date:
April 18, 2016 or as soon as available 

· Salary:

$17.56 per hour to start
How to Apply
Please email your résumé and cover letter by Friday, April 8, 2016 4:00 pm to:
Stephanie Stetefeld
LINC Program Co-ordinator

Mosaic – Newcomer Family Resource Network

sstetefeld@mosaicnet.ca
We appreciate all applications; however, only short listed candidates will be contacted


