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Current Vacancies
The Calgary office is starting an exciting, new WorkSkills program in March 2012 funded by Alberta Human Services.  This program assesses and trains unemployed Albertans in Workplace Essential Skills which will give them the opportunity to become employed in their area of aptitude.

We are looking for three energetic and self-directed team members to join our team on a full time basis.  The opportunities available are for a WorkSkills Coach, an Employment Developer/Marketer/Service Manager and a Program Assistant.  Specific details of each position are listed below.  In addition, all positions require that candidates have:

· Post secondary education in career development, training / education or a related field

· Excellent interpersonal & communication skills in order to work effectively with a diverse client population

· Familiarity with issues faced by unemployed Albertans

· Flexibility and ability to work as a team member

· A criminal record check

Please submit resumes, along with a cover letter no later than February 29, 2012 to:

Barbara Rioux, Regional Manager

Bredin Institute – Centre for Learning

250, 910 – 7th Avenue SW

Calgary, AB T2P 3N8

E-mail to aamir.hussain@bredin.ca
WorkSkills Coach

Skills and Knowledge

· Knowledge of community support agencies as they relate to unemployed Albertans

· Familiar with Essential and Employability Skills resources and tools

· Experience with group facilitation and individual coaching

· Ability to organize documentation and maintain confidential client progress files

· Proficient with Microsoft Word, Power Point & Excel

· Knowledge of Mobius client tracking system a definite asset

Responsibilities

· Meet with clients to review assessment results

· Conduct counseling sessions with clients to determine learning style and develop and appropriate Individual Employability Plan

· Deliver career planning workshops and assist with portfolio development

· Provided one on one assistance to clients completing essential skills upgrading

· Deliver small group sessions on literacy skills

· Monitor client progress, conduct client evaluations and make learning plan adjustments as required

Employment Developer / Marketer / Service Manager

Skills and Knowledge

· Excellent negotiation, problem solving and marketing skills 

· Current knowledge of labour market & trends and employment marketing tools

· Creative advertising ideas & solutions

· Demonstrated success with client placement, job maintenance & follow-up 

· Understanding of issues, barriers, and needs of unemployed Albertans

· Ability to establish new contacts in the community

Responsibilities

· Continuous interaction with clients to maintain knowledge of their skills & abilities

· Marketing & promotion of clients to prospective employers

· Continually establish new contacts with employers in public and private sectors

· Ensure clients have access to required supports

· Monitor client work experience and complete 90 & 180 day follow-ups after employment

Program Assistant

Skills & Knowledge

Administration / Computer

· Ability to apply creative solutions to challenges

· Solid experience working with computers, specifically Microsoft software 

· Proficiency in the use of office equipment (voice messaging, fax, photocopier)

· Ability to learn new computer programs

· Proven organizational skills

· Knowledge of Mobius client tracking system a definite asset

Communication

· Excellent verbal and listening communication skills

· Attention to detail and high level of accuracy

· Ability to respond to the needs of clients 

· Willingness to be self-directed in order to help the office run more efficiently and solve problems as they arise

Responsibilities

· Assist Coordinator, Service Manager & WorkSkills Coach in administrative tasks as required

· Assist clients with basic computer skills and day to day enquiries

· Operate office equipment and arrange for maintenance of equipment as required

· Compile client files for assessments

· Maintain inventory of office / classroom supplies

· Respond to enquiries, first point of contact for students and visitors

· Answer phones and direct calls
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