Internal /External Job Posting
January, 2012

Job Posting

Position: Early Learning Assistant / Supported Child Development Support
Worker / Respite and Skills Worker - Casual Relief

Summary of Duties: See attached Job Description
Required Qualifications: See attached Job Description

Classification / Salary: $18.39 - § 20.11 as per community Sub Sector
Hours of Work: Casual Relief — Hours will vary

Closing Date: January 315t 2012

Applicants must submit a letter of interest
By closing date indicated above to:
Shiante Pereira

Community Programs Supervisor
and/or

Cindy Singer

Early Learning Program Supervisor
10417-106t% Avenue

Fort St John, BC

ViJ 2M8

Phone 250 -785-3200

Fax 250-785-3202

Ce: Terry Beard (HSA Steward)
Tana Miller

“Building the best foundation for our children's future.”







6. Performs cleaning duties such as sanitizing toys and cleaning the classroom as
needed.

7. Performs food preparation and clean-up for snack in the ELP classroom.

Assists with the setting up of activities such art supplies and other related materials.

9. Assists the ELP Teacher and Supervisor with supervision during outside play time
and during other required activities.

10. Performs other related duties and tasks as required based on the specific needs of the
preschool program.
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New “Community” Preschool Assistant Position — December 2007
APPROVED BY HSA March 26" 2008






colleagues. Promotes the invelvement of the children in ail of the daily routines and
activitics. Ensures safety of children in the program.

4. Contributes to the development of Individualized Service Plans in conjunction with
families and team members. Monitors and evaluates ISP regularly and makes
adjustments as required with consultation of above individuals.

5. Provides assistance with children’s personal care including diapering, toileting,
dressing, and eating and encourages the development of self-care skills.

6. Communicates relevant information to other team members.

7. Communicates with parents/guardians regarding children’s participation, including

both successes and difficulties. This communication may be verbal or may involve

use of written information such as a communication book.

Documents the child’s progress according to program guidelines.

9. Submits time sheets, expense sheets, leave requests, statistical information, and other
records as required.

10. Assists the Community Program Consultant/Supervisor with the transition to/from
various program (such as Kindergarten).

11. Performs other related duties and tasks as required based on the specific needs of the
family, the program and the community.
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New “Community” SCDP worker position — February 2006

Revised existing Preschool Support Worker 1 to incorporate Community SCDP
Submitted to HEABC for Classification — February 2006

Re-submitted to HEABC & HSA - June 2006

Revised and resubmitted to HSA - October 2006

Revised and resubmitted to HSA and HEABC - April 2007






safe and supervised environment. Siblings are included in activities if appropriate.
Peer interaction is encouraged dependent upon goals established.

2. Assists in the development and updating of individualized program plans for the
children and youth in collaboration with the families/guardians, the Supervisor, and
other service providers. Implements the individualized program plans when working
with the children or youth. Reviews information about clients on an on-going basis.

3. Assists the child or youth with personal care including diapering, toileting, eating,
bathing, dressing, and sleeping. Encourages the development of self-care skills as
appropriate.

4. Administers medications according to CDC guidelines.

5. ‘Transports the children or youth to appropriate settings within the community and
surrounding area.

6. Communicates relevant information about the children or youth to the
families/guardians, the Special Services Supervisor, and to other service providers at
the Child Development Centre. (Relevant information may include: child’s mood,
activities engaged in during session with worker, concerns regarding abuse, difficulty
implementing strategies provided by other professionals involved with child, etc)

7. Documents sessions with children or youth according to program/agency guidelines.
Submits reports to the Supervisor as required.

8. Contacts the families/guardians to schedule client visits according to guidelines from
the Special Services Supervisor. Provides an up-to-date schedule to the Supervisor
monthly and promptly informs the Supervisor of cancellations or rescheduling.
Confirms dates and times of scheduled visits with the families/guardians.

. Cleans toys and equipment and workspaces after use.

10. Submits accurate time sheets, mileage/expense records, leave requests, statistical data
and other records as required.

11. Attends staff meetings and participates in relevant committees at the CDC.

12. Performs other related duties as assigned.

Additional Information:

¢ Experience working with children and youth with special needs is an asset

s Completion of Child Safe, CPR, or other first aid course is an asset (requitement of
position -~ though if prospective employees do not have it, employer pays course fees
and wages to attend)

Re-submitied 1o HEABC & HSA ~ June 2006
| Revised and re-submitted to HSA - October 2066
Revised and re-submitted to HSA ~ November 2007



