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Employment Opportunity – November 2007
Program Officer – Youth Intervenor 
The National Association of Friendship Centres (NAFC) is looking for a highly qualified and motivated individual for the position of Program Officer – Youth Intervenor.  The candidate will also be familiar with urban Aboriginal issues at the community, regional and national levels.  

Scope

The Program Officer will assist in the management of NAFC programs, specifically related to the administration of Youth Intervenor (YI).  The Program Officer will work in concert with the Aboriginal Youth Council, PTA – Youth Councils and local Friendship Centres to assist in the development of Aboriginal Youth and implementation of the Youth Intervenor objectives.  This position directly reports to the Program Manager.

Qualifications
· a post-secondary diploma or degree in public sector or business administration or an equivalent combination of training and experience in program management;

· excellent skills and extensive knowledge in program management and delivery;

· ability to meet deadlines;

· proven ability to work effectively with minimal supervision and as part of a team;

· knowledge of NAFC’s issues, mandate, organizational structure and the Friendship Centre Movement;

· Working knowledge of event planning
· Experience and or working knowledge of NAFC - AYC is an asset
· good computer skills;

· knowledge of the aspirations, value and cultures of urban Aboriginal people;

· excellent written and oral communication skills;

· Bilingualism in the French language will be considered an asset.

Duties
$ 
Assist in the management of NAFC programs, specifically related to support to the Aboriginal Youth Council (AYC) and Youth related projects.  
$ 
The Youth Intervenor will work in concert with the AYC, PTA’s, Friendship Centres and the Provincial/Territorial Aboriginal Youth Councils to assist Aboriginal youth. 

$ 
Administrative duties including word processing, receiving and directing written correspondence, maintaining an efficient filing system, sending and receiving faxes, maintaining a data base, coordination of meeting arrangements, photocopying, mail-outs and reception relief;

$ 
Assist with the collection of program activity and financial reports; compiling and writing a roll-up of reports;

$ 
Attend meetings on behalf of the Association as required;

$ 
Preparation of briefing notes and meeting reports;

$ 
Undertake research, lobbying, communication planning and execution, and collection of statistical information;

$ 
Collecting and formatting information for posting on the NAFC website;

$ 
Coordinating meetings relative to assigned programs, including conference calls;

$ 
Liaise with Provincial/Territorial Associations (PTAs), assigned program contacts, government officials and NAFC staff;

$ 
Carry out any other position related duties as may be assigned from time to time.

Salary
Negotiable based on education and experience.

Interested candidates should forward a resume, covering letter and 3 references to:

Peter Dinsdale, Executive Director

National Association of Friendship Centres

275 MacLaren Street

Ottawa, ON     K2P 0L9

Tel: (613) 563-4844

Fax: (613) 594-3428

E-mail: pdinsdale@nafc.ca
Deadline for resumes is Friday, December 7, 2007 at 5:00 pm EST.
Only those candidates selected for an interview will be contacted.
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