
 

 

FIRST NATIONS CHILD AND FAMILY SERVICES 
WORKER DIPLOMA 

Program Coordinator 
Full-time and Modular Program 

 
 

POSITION SUMMARY: 
The First Nations Child and Family Services Worker Program is designed to enable the students 
to develop the necessary skills and knowledge to become engaged in the provision of high quality, 
community-based, family centered and culturally appropriate relevant services to child and 
families.  The two-year program is tailored to embrace Indigenous perspectives weaving culture 
and family-centered values into the fabric of learning. 
The Program Coordinator is responsible for overseeing the organization and administration of 
the full-time (if applicable) and modular programs.  The Program Coordinator, in conjunction with 
the Dean of Relational Studies, is responsible for ensuring students meet program goals and 
objectives.  The Program Coordinator reports directly to the Dean of Relational Studies and the 
Director of Yellowquill University College. 

 

TERMS OF REFERENCE: 
The Program Coordinator for the First Nations Child and Family Services Worker Diploma 

program will ensure students are fully prepared to work in the field of child and family services. 

The program embraces a holistic approach that recognizes the pivotal role of families in the well-

being of children within First Nation communities.  The program format will be a full-time format 

(providing there are enough students) and a modular format (work and learn) and    includes 

lectures, small group learning, case studies, class discussions and presentations, volunteer 

opportunities, field trips, land-based learning, appropriate textbooks, and a practicum/field 

placement. 

 

DUTIES & RESPONSIBILITIES: 
• Oversee the coordination of the FNCFSW diploma program 

• Ensure that appropriate Instructors are contracted to teach  the courses 

• Maintain relationships and communicate with the Agency personnel regarding the 
student’s progress (modular) 

• Work with faculty, administration and stakeholders to create healthy communication 
channels and effective learning strategies and environments 

• Create student and instructional timetables 



• Assist with editing curriculum to ensure it is in accordance with adult principles and 
college standards and in accordance with provincial standards where necessary 

• Assist with the production and modifications of any course descriptions, using the 
required template, for each course taught 

• Assist with the ordering of texts, resource, reference materials, and supplies as 
required for all classes taught in consultation with instructional staff 

• Maintain an inventory of all instructional materials & equipment for classroom and 
office 

• Assist in providing information on college programs in the promotion of the college at 
career events 

• Prepare and provide a program report on student evaluations after each course and 
prepare reports as required on statistical information 

• Participate in PD activities related to the program and institution 

• Review student applications for acceptance to the program 

• Schedule interviews for potential students 

• Register students and provide advice on course selections as required  

• Establish and maintain effective working relationships with administration, staff, and 
representatives of a wide variety of organizations and groups 

• Plan and organize orientation sessions for students in consultation with the Dean 

• Respond to queries from prospective and registered students 

• Maintain regular communication with all students and staff of YQUC 

• Direct students to appropriate resources and supports when needed 

• Attend and participate in all YQUC staff meetings and school events 

• Review, with the Dean of BRS, student marks and attendance at regular intervals (mid-
term & final) 

• Submit mid-term marks, final marks, attendance reports, and other reports as 
required to Student Records at regular intervals or at the end of terms  

• Assist with program preparation for accreditation  

• Provide and perform other duties as may be assigned  

 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

Extensive experience and knowledge of the traditional and cultural values of First Nation people 
• Strong verbal, written, presentation, and interpersonal communication skills  
• Proficiency with MS Office software (Word, Excel, Outlook, PowerPoint, MS Teams) 
• Ability to develop original and appropriate documents 
• Ability to write and orally communicate clear instructions  
• Ability to analyse and solve problems 
• Ability to work efficiently as part of a team as well as independently 
• Superior organizational, time management, and prioritizing skills 
• Attention to detail in all areas of work  
• Ability to work independently with minimal supervision 
• Valid Class 5 Manitoba driver’s license and reliable vehicle 



QUALIFICATIONS: 
• Post-secondary education in administration/clerical field 
• Relevant experience in administration  
• Experience working in adult education with Indigenous students 
• Experience working in an educational institute would be an asset  

 

CONDITIONS OF EMPLOYMENT 
• Valid Manitoba Drivers License and access to a reliable vehicle 
• Ability to work overtime and travel when required 
• Salary will be based on a combination of education and experience 
 
Hours of work: Monday – Friday  8:30 am – 4:30 pm 

 

 
 
A letter of application and a resume with at least 2 references can be forwarded to:  
 
dstranger@yellowquill.org 
Fax:  (204) 953-2810 

 

mailto:dstranger@yellowquill.org

