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Position Description 

Title: Coordinator, Connector Program 
Status: Full-time  
Supervisor: Program Project Manager 
  
Position Overview 
 Reporting to the Connector Program Project Manager, the Connector Program Coordinator is responsible for administering the Connector program.  
 
Roles and Responsibilities 
· Provide oversight and ongoing evaluation of the Connector Program to advance the Program’s goals and objective.
· Administer the Connector Program under the leadership of the Program Project Manager. 
· Serve as the liaison between the Connector Program, Immigrant serving organizations and the business community.   
· Network and build relationships that will provide opportunities to increase Connector and Connectee participation. 
· Ensure that all inquiries receive prompt, inviting, professional, and informative responses.   
· Meet with candidates, review candidate’s profile, determine candidates educational and career goals, ensure the job readiness of the candidate, provide labour market information for candidates, make selection for participation and match to the first Connector. 
· Manage the database and ensure accuracy, integrity and timely entry of data.  
· Track program participation, Connector relationships, and prepare monthly program evaluation reports and reports for funding partners.
· Measure and report impact, efficiencies, effectiveness and recommendations for program adjustments. 
· Provide excellent customer service that meets the expectations and requirements of internal and external clients. 
· Work independently, exercising good judgment, decision making and problem-solving skills throughout the completion of all job responsibilities.  
· Other duties as assigned by Program Manager. 
 		
[image: ]Qualifications 
· Bachelor’s degree or post-secondary diploma in a field related to the responsibilities 
· Effective customer service, recruitment or community outreach experience 
· Proficiency in MS office environment. 
· Excellent interpersonal communication skills 
· Excellent writing skills 
· Demonstrated success in a fast-paced environment required 
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