
 

                                     
INTERNAL & EXTERNAL JOB POSTING 

Coordinator, Community Connections 

(Maternity leave cover- contract to May of 2025) 

ISANS is seeking a full- time Coordinator, Community Connections responsible for recruiting and training 

volunteers for the Recreation Navigator (Rec Navigator) match for the Canada Connects program. Rec 

Navigator volunteers are matched with families to help them register (and access funding) for recreational 

activities in the community. Reporting to the Supervisor and Manager, Community Integration Services, this 

position will be responsible for: 

Duties and Responsibilities: 

• Volunteer Recruitment: Actively recruit volunteers from the community for the Rec Navigator 

volunteer role. This could include reaching out to other organizations, colleges/universities as well as 

using the ISANS volunteer database and social media.  

• Program Promotion: Be proactive and find ways new ways to recruit volunteers and to promote the 

Recreation Navigator (Rec Nav) matching program in the community. Develop program promotional 

materials i.e. flyers, social media releases, possibly radio interviews etc, and success stories if 

possible. 

• Volunteer Orientation: Ensure all prospective volunteers understand the role, connect new 

volunteers with ISANS Volunteer Coordinator to complete general orientation, criminal record check, 

proof of vaccination, signing confidentiality form etc 

• Volunteer Training: Facilitate online/in person group (possibly one-on-one) program specific training 

for new volunteers (the materials/presentation have been developed), ensure volunteers are ready to 

be matched for April 1st (some matching may be required prior to that date) 

• Client Referrals and Need Assessments Process referrals and facilitate online/in person 

orientations with referred clients to assess their needs. 

• Administrative: Follow-up with volunteers, ensure the volunteer and NewOrg databases are up-to-

date, etc. 

General responsibilities: 

• Provide information as required for internal/external reports, proposals, etc. 

• Record all relevant client information in databases in a consistent and timely manner as appropriate to 

the position, including Better Impact database 

• Review and adhere to ISANS workplace health and safety policies 

• Attend regular Staff Meetings and Team meetings 

• Attend and providing support at ISANS events 

• Perform other duties as required 

The ideal candidate for this position will have the following: 

Education: 

• Bachelors Degree or  

• Equivalent combination of education and experience will be accepted 

• Volunteer Management Certificate an asset 

Experience: 

• 2 years’ experience in a similar position  

• Experience working in a cross-cultural environment; experience delivering direct service to immigrants 

preferred 

• Experience with networking and outreach 

• Experience in group facilitation and one-on-one support 

• Experience delivering services face to face and online 

• Experience developing, implementing and evaluating programs 

Knowledge: 

• Knowledge of local activities, programs and community organizations  



Skills: 

• Ability to work independently and as part of a team 

• Strong time management and organization skills 

• Proficient with MS Office applications 

• Strong written and verbal English communication skills 

• Additional languages an asset  

 

ISANS Core Competencies 

Cultural Competency; Equity, Diversity & Inclusion 

• Embracing the value that different perspectives and cultures bring to an organization 

Collaboration 

• Working collaboratively with others across the organization to achieve shared objectives 

Continuous Learning 

• Continually seeking new knowledge and skills, as well as developing existing capabilities 

Innovative Thinking 

• Introducing new ways of looking at problems and developing useful ideas that are new, better, or 

unique                                                                

Accountability 

• Holding self and others responsible and accountable to being transparent and principled in our 

approach and to meeting commitments 

Respect  

• Actively encouraging an environment of fairness, honesty and integrity for all 

 

Terms of Employment: 

• Short-term contract, maternity leave cover to May 5, 2025  

• Full-time, 35 hours per week 

• Hybrid work environment: work location will be determined by operational requirements, prioritizing 

ISANS mission and clients to determine the right balance of in-person and virtual work. 

Commencement Date:  ASAP 

Closing Date:  Thursday February 1, 2024– 4 p.m. 

To apply: Please e-mail your resume and cover letter merged into one document to careers@isans.ca, stating 

the title of the position you are applying for in the subject line. 

 

ISANS is dedicated to inclusiveness, equity, and accessibility. We are seeking talented individuals to join our 

team and welcome applications from all diverse groups. We encourage applicants to self-identify in their 

cover letter and request any accommodation required to support them during the recruitment process. 

 

Only those eligible to work in Canada will be considered for this position. 

 

We wish to thank all applicants for their interest and effort in applying for this position. 

However, only candidates selected for interviews will be contacted. 
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