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	City Of Port Alberni
Summer Employment Opportunities


The City of Port Alberni is currently looking for candidates for the following positions:
Alberni Ambassadors of Awesomeness (Summer Program Assistants):

These summer positions, under the direction of a Recreation Programmer, are responsible for organizing and leading summer recreational programs for kids.  Ambassadors will work in one or more of several program areas including:  playgrounds, sports, special events, Our Town and outdoor programming.  Candidates are required to have:

· related experience

· completion of a minimum of 1st year of college or university studies in a related field, and be returning to full time studies in September

· current Standard First Aid certification

· current CPR-C certification

· unrestricted BC Class 5 drivers’ license

· must successfully complete a Police Information Check

Please see the attached information for position specific requirements.

Summer Museum Assistant:

This summer position will assist in the preservation and presentation of the Alberni Valley Museum collections, performing a variety of reception, clerical, security and technical museum-related duties.  Candidates are required to:

· be a current college or university student in a related field and be returning to college or university in September (required for grants).  Related fields of study include History, Education, Museum Studies, Theatre, Tourism, Marketing, Geography and other social science and arts program.  

· have a valid unrestricted BC Class 5 Driver’s License

· successfully complete a Police Information Check
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Rates of pay for these positions are as per the CUPE collective agreement.  

Qualified individuals may apply by forwarding a cover letter and resume outlining their qualifications by 4:30 pm, Friday, March 16, 2018:
Attention:  

Krista Tremblay, Manager of Human Resources

By mail:

City of Port Alberni, 4850 Argyle Street, Port Alberni, BC  V9Y 1V8

Emailed to: 

humanresources_resumes@portalberni.ca  

We wish to thank all applicants for their interest and advise that 
only those selected to be interviewed will be contacted.
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DEPARTMENT: PARKS, RECREATION and HERITAGE

POSITION:
Alberni Ambassadors of Awesomeness (Summer Program Assistants)

	Playground Leader - 10 weeks (June – August)

	Required Qualifications:
	· Completion of 1st Year College/ University in a related field, and returning full time

· Successful completion of a Police Information Check 

· Current Standard First Aid

· Current CPR-C

· Unrestricted Class 5 Driver’s License 

	Preferred Qualifications: 
	· Experience in arts, sports, music, dance, and/or outdoor recreation

	Hours of Work:
	Monday – Friday 35, hours/week


	Our Town Special Events Coordinator - 14 weeks (May – August)

	Required Qualifications:
	· Completion of 1st Year College/ University in a related field, and returning full time 

· Successful completion of a Police Information Check 

· Current Standard First Aid

· Current CPR-C

· Unrestricted Class 5 Driver’s License 

	Preferred Qualifications: 
	· Experience in event planning

· Experience in arts, sports, music, dance, and/or outdoor recreation

	Hours of Work:
	Monday – Friday, 35 hours/week


	Camp Leader - 10 weeks (May – August)

	Required Qualifications:
	· Completion of 1st Year College/ University in a related field, and returning full time

· Successful completion of a Police Information Check 

· Current Standard First Aid

· Current CPR-C

· Unrestricted Class 4 Driver's License 

	Preferred Qualifications: 
	· Experience in arts, sports, music, dance, and/or outdoor recreation 

· NLS – Waterfront Option preferred

	Hours of Work:
	Monday – Friday,  35 hours/week 


NOTES FOR APPLICANTS:


· Please provide a resume outlining your experience and qualifications with your application.

· Applicants will be required to go through a practical skills assessment and interview. 

· Please clearly identify which position(s) you are applying for.  

.

Job Description – Alberni Ambassador of Awesomeness (Summer Program Assistant)tc \l1 "Job Description - Program Assistant (Summer Outdoor Programs)
1. Nature and Scope of Work
The Alberni Ambassadors of Awesomeness (Summer Assistant), under the direction of a Recreation Programmer, are responsible for organizing and leading summer recreational programs.   Ambassadors will be working in one or more of several summer program areas including: playgrounds, sports, special events, Our Town and outdoor programming.  Ambassadors may work with other staff and volunteers in the delivery of the summer programs.

2. Illustrative Examples of Work
· Organize and lead summer programs.

· Provide a safe environment and developmentally-appropriate activities for children and youth in a recreation setting.

· Provide leadership for youth volunteers.

· Ensure that safety and health standards for participants are maintained.

· Work with volunteers and other staff in the co-ordination, planning and implementing of events.

3. Knowledge, Abilities and Skills
· Ability to plan and deliver recreation programs.

· Understanding of the growth and development of children as it relates to the delivery of recreation programs.

· Ability to work with and supervise children and youth in a recreation setting.

· Knowledge and skill in a specific recreation program area (eg. outdoor programs, sports programs, playground programs, etc.).

· Knowledge and skill in risk management planning.

· Effective oral and written communication skills.

· Ability to work as a team with the other leaders and volunteers.

4. Training and Experience
· Completion of the first year of a University or College program in Recreation, Education, Child and Youth Care or a related field.

5. Licenses and Certificates
· Current Standard First Aid certificate

· Current CPR-C certificate

· Unrestricted Class 4 Driver’s License (Camp Leaders) 

· Class 5 Driver’s License (Playground and Our Town Special Events) 

· Successful completion of a Police Information Check
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Job Description – Museum Assistant

1. Nature and Scope of Work
Performs a variety of reception, clerical, security and technical museum-related work.  Supervision is provided by Senior Museum staff depending upon which area of the Museum the assistant is assigned to.  Overall supervision is provided by the Manager of Heritage and Culture.

2. Illustrative Examples of Work
· Answers inquiries about all Museum exhibits, collections and programs, both over the telephone and the counter, in a warm, friendly and informative manner.

· Refers donors to the appropriate curatorial staff member; and if the staff in unavailable records the donor’s name and the type of donation (but does Not accept donations without curatorial authorization).

· Performs data entry activities such as entering and editing catalogue data, entering exhibit labels and scanning historical photographs.

· Patrols the galleries on a regular basis and is aware of attempts to circumvent Museum security systems and/or to vandalize displays; and in a courteous and non-threatening manner advises visitors of inappropriate behaviour (e.g.  smoking, rowdiness, etc.) and advises senior staff of suspicious activity and damaged displays)
· Performs technical duties as required including: photography, photographic processing, photocopying, exhibitions work, registration, cataloguing, interviewing, research, inventory, transfer and shipment of artifacts and fixtures and general maintenance collection areas.

· To be generally informed about Museum operations and programs and to relay patron concerns, questions, or comments to the appropriate staff person.

· To take accurate messages for Museum staff in their absence.

3. Required Knowledge, Abilities and Skills
· Considerable knowledge of the applicable rules and regulations which govern the Museum’s functions and programs.

· Good understanding of Museum functions such as research, acquisitions, exhibition.

· Sensitivity to the nature of artifacts and the collections responsibilities of the Museum.

· Working knowledge of office practices and procedures.

· Skill in keyboarding rapidly and accurately.

· Ability to deal with the public in a courteous and effective manner.

· Skill in general technical procedures.

4. Training and Experience
· Completion of Grade 12, including or supplemented by courses in computer and technical skills.

· Experience in a cultural oriented work situation or an equivalent combination of training and experience.

5. Licenses, Certificates, Registration
· Class 5 BC Driver’s License

�





�








