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	Career Opportunity




We are able to offer a number of career opportunities as a result of growth in Youth Services Division.

As an outstanding provider of services for achieving success at school and at work, JVS Toronto helps thousands of people from all walks of life achieve their educational, economic and personal potential.   The Prevention and Intervention Toronto (PIT) is a two and a half year project mandated to develop and implement an integrated, targeted and evidence-based community program that reduces and prevents the proliferation of gangs in vulnerable Toronto neighbourhoods. This high profile project focuses on three target groups:  Gang-involved youth, Youth at risk of gang attachment/affiliation, and Families of youth who are gang-involved or at risk of gang attachment. Complementary and integrated components designed to facilitate change among each of these targeted groups include: directly linking with the City of Toronto to ensure community engagement, and participating in an in-depth research process with the University of Toronto to monitor and evaluate progress.   Short Term goals of this project include completing viable action plans for youth with a focus on education, retraining, employment, and integration with local community supports.
Prevention and Intervention Toronto 
Administrative Assistant / Union Job Class 4
Full-Time / One - year contract starting November 2009/ JVS South
The individual in this Administrative Assistant position:

· Provides clerical support to the Manager and Employment Counsellors, including editing and formatting reports and newsletters, preparing and completing agency and government documents

· Sets up, files and maintains client records and tracking system

· Contacts clients and referring workers regarding program start dates, interviews, appointments, follow up and progress status  

· Updates client employment information on ETO data base
· Participates in researching job leads or work experience placements

· Responds to internal and external enquiries
The successful candidate will be a high-school graduate with training in office administration.  He/she will be computer-literate, have customer service experience, and will have up to two years of current relevant work experience.

JVS Toronto employees are invited to submit their resume and covering letter by October 29, 2009 to currentjvsemployee@jvstoronto.org .

The position title and the program name must appear on the subject line of your e-mail.

If invited for an interview for this position, employees must inform their current manager of the interview before it takes place.

Employees who have applied and been selected for their current position through an internal job posting within the past six months are not eligible to apply.
If a regular bargaining unit employee is selected, seniority status will be retained.
JVS Toronto embraces diversity and encourages all qualified candidates to apply.
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