Rose of Sharon 
Program and Development Assistant

Position Type: Summer Position

Location: 361 Eagle St., Newmarket, ON

Rose of Sharon Services for Young Mothers is currently seeking a Program and Development Assistant, under the direct supervision of the Development Manager and the Programs Manager.  This position will be responsible for assisting in development, organization and implementation of summer programs for young mothers and their children, aged infant to 7 years old, as required. This position will also provide administrative and clerical support for fundraising events: Run for the Rose, Auction, Community Presentations etc.

Summary of Duties:

· To assist in developing, coordinating and implementing programs, guest speakers, workshops, social and recreational activities for the centre with the staff team

· To support in coordinating, engaging and facilitating participants in program activities, workshops and events

· To assist the Child Development Centre Coordinator in caring for infants and toddlers and maintaining the centre.

· To assist with the planning, coordination and implementation of fundraising events

· To perform administrative and clerical tasks associated with the position

· To support both departments in liaising with community partners and building relationships with community agencies, service groups, schools, health departments and other potential sources

· To make information about the programs available to young mothers, community agencies, schools, potential volunteers and other referral sources

· To assist in the preparation of program brochures, agendas and calendars

· To assist in the organization of donation room/food bank when needed

Qualifications:

· Working towards Diploma/Degree in social services, communications, event planning, counselling, ECE, health services, child and youth worker or related field

· Previous experience working with pregnant teens and young mothers an asset

· Previous event planning/fundraising experience an asset

· Community relations and/or program coordination an asset

· Working knowledge of Microsoft Office

· Strong organizational, leadership and time management skills to assist in setting priorities and coordinating program and event activities

· Sensitivity to the impact of social, economic, environmental and cultural issues on young families in York Region

Personal Suitability:

· Ability to work cooperatively within a group setting with other professionals
· Ability to maintain confidentiality
· Independent, self-starter
· Non-judgmental, positive caring attitude
· Willing to take advantage of training and other developmental/professional growth opportunities
To apply, please send resume and cover letter to Melissa Robinson, mrobinson@therose.ca by April 30th, 2010. Please note, you must be a returning student the following academic year. Only candidates meeting eligibility criteria will be contacted. No phone calls please.
