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Program Assistant
Position: 
Permanent, Full Time

Location: 
Toronto

Application deadline:  Thursday, August 2, 2007
Street Kids International is a non-profit agency founded in Canada that is a global leader in developing and disseminating the strategies and tools needed to give street kids around the world the choices, skills, and opportunities to make a better life for themselves. We team with youth workers to develop locally relevant, innovative workshops using award winning animations that engage kids about sexual health, drug use and youth entrepreneurship. Having reached more than 2 million street kids in over 60 countries Street Kids International has been recognized by the United Nations as a Global Best practice leader in youth work.

Street Kids International is seeking an assertive individual to be responsible for providing administrative support for both international and domestic programs. The position requires a candidate who is highly organized, comfortable taking initiative and working independently as well as with project teams. Familiarity with word processing, spreadsheet applications, data base applications and Internet browsers are also required. 

Responsibilities:

Participate in project team meetings, prepare required documents.

Assist with communication and implementation of program plans. 
Provide liaison for the Board of Directors including communications, coordination and reporting.
Support 20th year anniversary projects.

Coordinate and manage international internships.

Provide administrative support for domestic and international projects.
Maintain files and records regarding project and Board activities.
Qualifications: 

· Candidates are required to have at least 2 years experience in an administrative capacity
· Attention to detail, excellent time management skills and a solid work ethic are essential

· Strong ability to communicate orally and in written format to a variety of stakeholders is essential
· Familiarity with not-for-profit organizations is an asset
· Familiarity with international development programs, particularly in the education, youth services areas is an asset
· Experience in public speaking is an asset

· Knowledge of desktop publishing and graphic software (e.g. Photoshop) is an asset

· Fluency in English is required. French or Spanish is an asset
Compensation Type: Salary, comprehensive benefit package.

Please forward a cover letter and CV to Natasha Cassinath (natasha@streetkids.org) by August 2nd, 2007.
Although all applications are appreciated, please note that only those selected for an interview will be contacted.
