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Manitoba Wheelchair Sport Association
Employment Opportunity

Position: Program Coordinator

Position Summary: Responsible for running specific MWSA programs and providing support in other areas. Participates in the organization’s overall program planning processes.  Provides leadership in the planning, implementation and evaluation of specific program areas. Supervises staff and volunteers as it relates to program planning, implementation and evaluation.  Reports directly to the Executive Director.
Skills and Qualification

· Degree or diploma in Sport Administration or Recreation or a related field or in the process of obtaining

· Proven written and verbal communication skills. 

· Proficiency with Microsoft Office 

· Excellent planning and organizational skills. 

· Able to work independently or as part of a team. 

· Able to foster an inclusive and collaborative environment. 

· Provide superior member services. 

· Self-motivated and results driven. 

· Passionate about sport and physical activity. 

Key Areas of Responsibility

Program Management


· Management and implementation of wheelchair sport school demonstrations, community awareness endeavors, and the Bridging the Gap program. Duties include logistics management, program promotion and evaluation, staff and volunteer recruitment, and scheduling.
· Coordinate and manage the junior sport programs including but not limited to the Junior Wheelchair Basketball team and summer sport camps.  Duties include logistics management, participant recruitment, and liaising with program partners.
· Supervise and ensure adequate training for staff or volunteers involved in the programs or camps.
· Liaise with sport coaches and team’s staff.
· Liaise effectively with organization partners and related agencies.
· Participate in community awareness, promotional and fundraising events.
•
Develop, implement and monitor an effective wheelchair loan program system.
Administration

· Assist with organizational planning, policy development and budget preparation and monitoring 

· Provide monthly reports to the Board of Directors 

· Assist with grant applications
· Update website as required
· Develop and distribute an e-newsletter
· Marketing of programs and events

· Other Duties as assigned

Hours: Approx. 20-25 hours per week 

Interested candidates are requested to send a cover letter, resume and three references to the attention of the Selection Committee to: mwsa@sportmanitoba.ca – Deadline is July 3, 2015.
All applications are appreciated;

however, only those selected for further consideration will be contacted[image: image2.png]



