JOB DESCRIPTION

Position Title: Inuit Child First Initiative Program Support

Program/Division/Department | Programs & Services
Reports to: Director, Operations
Version Date: August 2026

Position summary:

The ICFI Program Support is responsible for providing administrative and program coordination
support to ensure the effective planning and delivery of ICFI programming. Reporting to the
Director, Operations, the ICFI Program Support plays a key role in supporting programs that
directly contribute to the wellness and well-being of youth and families. The position will be
responsible for coordinating the ICFI programming calendar, supporting program activities, and
working collaboratively with staff, youth, families, and community partners. The position requires
a highly organized, self-motivated, and dependable individual who is committed to supporting
positive outcomes for youth and families.

ICFI/JP — specific training will be provided to the successful candidate.
Key Responsibilities:

Coordinate and maintain the calendar of ICFl programming, activities, and related events.

e Support the planning, scheduling, and coordination of youth and family programming.

e Assist with the delivery of programming designed to promote the wellness and well-being of
youth.

o Communicate effectively with youth, families, staff, and program partners regarding
programming and schedules.

o Ensure program activities are organized, prepared, and delivered in a timely and effective
manner.

¢ Provide administrative and logistical support to the ICFI program as required.
Work collaboratively with team members to support program goals and objectives.

¢ Build and maintain positive, respectful, and professional relationships with youth and
families.

e Maintain appropriate records, schedules, and program-related documentation.

o Participate in training and professional development opportunities relevant to the position.
Perform other duties as required.

Community Engagement and Program Participation

o Participate in community outreach, engagement activities, workshops, and special events.

o Assist with planning and implementation of community-based initiatives related to
housing, wellness, and homelessness prevention.

e Represent IAM at meetings, forums, and events as requested.
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Administration and Reporting

o Complete monthly reports, statistics, and program documentation required by funders and
IAM.

o Participate in program evaluation, data collection, and reporting activities.
e Maintain confidentiality and ensure compliance with organizational policies and funding
requirements.

Organizational Support

o Provide support to other IAM programs and organizational activities when requested by
management.
e Perform other related duties consistent with the position and organizational objectives.

Confidentiality and Professional Conduct

e Maintain strict confidentiality regarding client, organizational, and program information.
e Adhere to Inuit Qaujimajatuqangit (IQ) principles, IAM policies, workplace standards, and
professional ethics.

Knowledge, Skills and Abilities

o Experience working with youth and families in a professional, community, educational, social
service, or related setting.

e Strong organizational and time-management skills with the ability to coordinate multiple

priorities.

Self-motivated and able to work independently with minimal supervision.

Strong communication and interpersonal skills.

Demonstrated ability to work effectively as part of a team.

Ability to establish positive and respectful relationships with youth, families, colleagues, and

community partners.

e Strong attention to detail and ability to manage scheduling and administrative
responsibilities.

o Commitment to supporting the wellness, safety, and positive development of youth.8

Assets

o Experience working in Indigenous or Inuit community-based programs.
e Knowledge of culturally responsive or land-based learning approaches.
e Ability to speak or understand Inuktitut or Inuinnaqtun.

Required Certifications & Clearances
e Valid First Aid and CPR certification (or willingness to obtain)

e Criminal Record Check with Vulnerable Sector Search
o Child Abuse Registry Check
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Languages

Fluency in English is required.
Fluency in Inuktitut is an asset.
Fluency in French is an asset.

Working Conditions

Part time position based in Manitoba within the organization’s primary location and may vary
depending on the programming being delivered and the needs of youth and families.
Regular interaction with youth, families, staff, community partners, and other service
providers is required.

The position may require a flexible schedule to accommodate programming, including
occasional evenings, or special events.

The role requires the ability to manage multiple priorities, meet deadlines, and adapt to
changing program needs.




