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Nellie’s
	Position: Student House Coordinator Assistant


	CLASSIFICATION: 
Summer Job Position

	Reports to: House Coordinator

	INCUMBENT: 



	Main Function: Provide administrative & physical support to the House Coordinator at the shelter
Main Responsibilities:

· Food & supply coordination
· Building & property coordination
· Administration & program participation

· Health & safety coordination

· Donation program coordination

· General



POSITION TASKS

1. Food and Supply Coordination

· Unpacks food orders, stocks kitchen and places food bank orders.

· Cleans kitchen, pantry and storage areas including appliances and shelves according to Department of Health standards.

· Maintains inventory of all household supplies and equipment and prepares and places orders.

2. Building and Property

· Provides cleaning and maintenance of the shelter. 

· Informs House Coordinator of any violation of health and safety or any mechanical breakdown or maintenance needs as they relate to the shelter; and arranges for minor repairs

· Maintains and regularly checks daily repair log and completes minor repairs.

· Oversees waste management and recycling. 

3. Administration and Program Participation

· Maintain maintenance record binders.  

· Participate weekly Wednesday house meeting.

· Ensures minutes for house meeting are recorded and posted. 

4. Health and Safety

· Help out monthly fire drills. 

· Facilitates weekly room checks.

· Help out monthly shelter inspections 
5. Donation Program Coordination 
· Coordinates donations of goods 
· Receives major in-kind donations delivered at the shelter and (to) follows procedure for registering receipted gifts.

.

6. General

· Works cooperatively as a member of the shelter staff team.

· Maintains positive relations with residents.

· Occasional weekend and evening work.

· Assists with other duties as required, from time to time, aiding in the operation of the organization.

· Other duties as assigned by supervisor.

STAFFING REQUIREMENTS

	SKILLS
	COMPETENCIES
	QUALIFICATIONS

	· Educational experience in the field of General Administration or Event Coordination
· Experience working with women in the areas of homelessness, poverty and violence

· Demonstrated commitment to women’s issues and Anti-Racism / Anti-Oppression

· Strong organization skill

· Strong oral and written communication skills

· Interact comfortably with volunteers, staff and the public

· Proficiency with Microsoft Office 2003 (Word, Excel, Access, Outlook) and the Internet

· A Police Check will be required by the successful applicant


	· Proven commitment to AR/AO

· Experience in general administration work
· Demonstrates leadership
· Able to plan and execute events


	· Must meet all Canada Summer Jobs criteria including:

· Be between 15 – 30 years of age at the start of employment;

· Have been registered as a full-time student in the previous academic year and intend to return to school on a full-time basis in the next academic year;

· Be a Canadian citizen, permanent resident or person to whom refugee protection has been conferred under the Immigration and Refugee Protection Act;  and

· Be legally entitled to work in Canada in accordance with relevant Ontario legislation and regulations.
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