YOUTH HABILITATION QUINTE INC. (CAREER EDGE)
Employment Services Coordinator - Campbellford (Permanent)

Youth Habilitation Quinte Inc.’s Employment Ontario Employment Services Program, known as Career Edge, requires an Employment Services Coordinator to oversee services in its Campbellford location. This is a full-time permanent position, commencing November 2022.
Who We Are
Career Edge specializes in employment and career development and has been offering free employment services to the general public since 1987. We also connect people to education, training, community services and a variety of other programs. Whether someone is looking for their first job or their last, or they’re an employer looking for employees, Career Edge is proud to offer a wealth of services and is excited to work with any job seeker or employer!
Who You Are
As an Employment Services Coordinator you will provide leadership, quality assurance and coordination of programs and services. You will supervise and monitor the work of employees, providing feedback, guidance, and mentorship.  You will manage daily HR and office matters such as approval of vacation, and office expenditures. As part of the supervisory team, you will participate in organizational planning and decision making and participate in employee planning and evaluation.
You enjoy working with people, are organized, and can work effectively with a variety of software programs. This role will require that you liaise with community service organizations to coordinate services, referral procedures and exchange of information and practices. 
Skills We’re Looking for:
· Excellent communication skills
· Effective time management skills to meet timelines and targets by prioritizing tasks 
· Knowledge of the local labour market and labour legislation 
· Strong computer knowledge (Microsoft Office, EOIS-CaMs, Email, Databases)
Qualifications Required: 
· University Degree in a related field preferred
· Minimum of three years supervisory experience is preferred
· Valid driver’s licence 
If we sound like someone you would like to work with and have the required skills for this position, please submit your cover letter and resume by 4:30pm on Friday, November 11, 2022 to:
Donna Harrison
Employment Services Manager
Career Edge 
81 Dundas Street West, Trenton, ON K8V 3P4
donnah@careeredge.on.ca
All applicants are appreciated for their interest and effort in applying. Only candidates selected for interviews will be contacted.

Youth Habilitation Quinte Inc./Career Edge welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking part in all aspects of the selection process.

