Job Posting
Part-time Literacy Coordinator – Contract Term Position

Contract Start Date: September 1, 2010
Contract End Date: September 1, 2011
Hours: approximately 50 hours/month based on operating hours for Literacy Centre
Responsibilities:

Work with the Gold River Literacy Committee to implement the Gold River Literacy Plan goals by:

· Operating Gold River Literacy Centre

· Coordinating volunteers

· Supporting learners

· Planning and implementing programs

· Duties related to operation of the facility
· Organizing and providing administrative support for the Gold River Literacy Committee

· Coordinating and Facilitating monthly meetings

· Managing the budget for the Literacy Centre

· Reporting to committee and stakeholders

· Planning and running literacy themed events in the community

Desired Qualifications:

· Comfortable interacting with public

· Self-starter with strong organizational skills and ability to multi-task

· Strong verbal and written communication skills

· Excellent interpersonal and facilitation skills

· Strong computer skills including word processing, internet and email

· Previous experience with coordination and implementation of projects

· Knowledge of community, businesses, agencies and media in Gold River

· Experience with effective budget management

· Live in the Gold River community
· Criminal Record Check required

Remuneration

· This is a contract position with an hourly rate of $20

For more information, you can contact Sandra Reynolds at 283-2328.  To apply, please send a cover letter and resume to:

Gold River Literacy Committee

P.O. Box 111, 
Gold River, BC

OR
literacy@conumacable.com

