TRAIN FOR TRADES JOB DESCRIPTIONS


Program Coordinator

Qualifications:

· Demonstrated leadership abilities; ability to work well independently; and ability to initiate and foster relationships with stakeholders.

· Demonstrated ability to coordinate employment program in the area of construction
· 3-5 years of relevant work experience.

· Strong organization and writing abilities.

· Minimum two years post-secondary education.

Responsibilities include: 

Program Leadership

· Oversee all aspects of the delivery of the Train for Trades (T4T) Program and ensure the program’s philosophy, goals and objectives are met

· Ensure Choices for Youth Policies and Procedures, Staff Professional Standards and T4T program specific policies & procedures are followed 

· Oversee the Train for Trades budget, including the monitoring of administration, program expenditures and staff development costs

· Develop proposals/concept papers etc. for existing and future program development

· Develop and write reports / budgets to provide program accountability to funders and partners (i.e. quarterly reports, evaluations, etc.) 

· Oversee construction schedule and all site work for the program in collaboration with the Project Manager.

· Ensure OHS standards are met, COR requirements are up-to-date and T4T is in compliance with WHSCC

· Responsible to report potential and existing hazards on-site to appropriate sources

· Working with and reporting to senior management at Choices for Youth on a regular basis on the Train for Trades program as needed 

· In collaboration with senior managers, identify gaps in service and advocate at the appropriate government and/or organizational level to affect change
Staff Support and Coordination

· Conduct the recruitment, screening and hiring of Train for Trades staff. 

· Oversee the orientation of all new staff in collaboration with T4T staff 

· Responsible for supervision, evaluation and disciplinary action (up to and including termination in consultation with CFY senior management) of all staff 

· Schedule and lead regular team meetings

· Conduct regular individual staff consultations and any other meetings as required. Senior management will be involved in these meetings at the discretion of the coordinator. 

· Manage documentation and information in relation to staff, youth participants and program data

·  Ensure that Project Manager is accountable that long term goals are met in relation to support and construction

Youth Support and Coordination

· Initiate and manage the referral process including responding to any inquiries

· Screen and assess new referrals in collaboration with the Project Manager

· Conduct selection process in collaboration with the T4T team

· Direct the delivery of training, career planning, skills development and employment services to youth participants during the course of the program.
· Manage Human Resource requirements for youth participants 

· Provide ongoing management of youth performance, evaluation, retention and termination

· Oversee the provision of an intensive support model of service for program participants

· In collaboration with the T4T team, identify the needs of the participants in the program, develop individual case plans and review and update them regularly both during and post program 

· Mediate conflict between young persons and support workers

· Manage crisis situations and implementation of appropriate action plans in collaboration with Project Manager and Youth Support Workers

· Responsible for ARMS database

· In the absence of the Project Manager, primary youth  advocate and youth representative for mandatory services 

· Oversee appropriate community referrals for when participants transition out of the program in collaboration with T4T staff

Research, Development and Promotion
· Research & implementation of a social enterprise model in energy efficiency retro-fits/ construction and any other innovative services for youth 
· Develop partnerships with government, community agencies, industry associations, and private sector representatives (e.g. training, services) 
· Responsible for scheduling community partners/government meetings on an as-needed basis 

· Promote the T4T program through conferences, seminars, planning and information sessions and any other media activities in collaboration with CFY’s Organizational Development program

· Proposal writing
General Agency Responsibilities     

· Represent T4T at agency-wide meetings (e.g. Coordinators Meetings, Referral meetings, OH and S committee meetings, etc.)

· Other Duties as Required
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