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	JOB DESCRIPTION

Position Title:		Program Assistant- Entry to School	
Program/Location:	Developmental Services, Carleton Place/Brockville
Reports to:		Program Manager, Government Funded Early Years 

Role Summary: To provide support in program development and to children and youth in the Entry to School program, as well as other ConnectWell services and programs. These services may be provided in-person or virtually. Duties can include setting up, cleaning and take down of programs, preparing materials, facilitation of designed curricula, and assisting children and youth to enhance participation and overall enjoyment of services. This unique position allows for flexibility in scheduling, while sometimes also requiring attendance with short notice to provide coverage.  
 
POSITION REQUIREMENTS

1. Education 
· Secondary school diploma 
· Post-secondary education in communication disorders, Autism behavioral science, child development, psychology, early childhood education, developmental services, social services or other related disciplines  
1. Professional Experience 
· Knowledge and experience working with children of various ages in community and/or childcare settings 
· Knowledge and experience of Autism or other exceptionalities 
· Knowledge of the principles of learning, behaviour, and early learning  
2. Key Competencies 
· Ability to take direction from supervising staff from Early Years team  
· Ability to be objective and open minded when interacting with families and clients 
· Ability to work independently, as well as part of an interdisciplinary team, with excellent verbal and written communication skills. 
3. Work Conditions 
· Lifting and moving while working directly with active children  
· Can involve evening and weekend hours 
· Attending groups or programs with minimal/short notice  
· Interaction with coworkers and clients 
· Extended periods of sitting while completing administrative tasks 
· Clear vulnerable sector screening check 
 
POSITION RESPONSIBILITIES

· Attends meetings as required by program and agency  
· Employs behavioural, communication and early learning support strategies as directed by the supervising staff 
· Assists in the development & planning of group service curriculum and activities 
· Documents client’s progress (contact notes) and shares relevant information with other team members 
· Maintains accurate group attendance records and daily summaries 
· Prepares materials for group instruction and individual supports, as requested 
· Maintains client confidentiality and seeks to minimize risk to clients 
· Supports clients to engage in program and participate to their fullest potential; be able to adapt and employ new accommodations as needed 
· Dayforce entry, monthly expenses & mileage, etc as required 
· Travel requirements, must possess a valid driver’s license and liability insurance 
· A reliable form of transportation (no public transit available) to travel within Lanark, Leeds and Grenville counties. 
· Other program-related duties as required 
 
 Standard ConnectWell Employee Responsibilities
As an employee of ConnectWell, this position is responsible for the following:
Administrative
· Preserves confidentiality of all client and employee information and seeks to minimize risk while working with data
· Submits records of time worked and time off in a timely manner
· Maintains and develops professional competence, and where applicable, a professional license to practice, through appropriate continuing education methods (e.g. peer interaction, literature review, conferences, courses, staff development leave, etc.)
· Complies and adheres to all applicable ConnectWell policies and procedures

Organizational Responsibilities
· Respects and values the diversity of the community and individuals
· Supports the organization’s student placement programs
· Contributes to the organization’s work by participation in activities that seek to strengthen collaborative and interdisciplinary teamwork, such as committees and working groups, strategic planning and accreditation
· Contributes to the organization’s practices of hiring, orienting and training of employees
· Participates actively in team meetings
· Consults with and provides support to team members and other ConnectWell employees regarding professional issues
· Participates in the development of policies and procedures by providing feedback in the organization’s policy development process
· Works in a manner that incorporates health promotion and recognizes the determinants of health
· Participates in team and individual professional development opportunities

Occupational Health & Safety
This position must also work within the scope of all legislative and ConnectWell Health and Safety policies.  In this capacity, the employee:
· Works in a manner that promotes a safe, secure environment, and is compliant with the Duties of Workers under the Ontario Occupational Health & Safety Act (Section 28)
· Must read and follow all ConnectWell Occupational Health & Safety policies
· Works safely in consideration of the following job hazards:  noise, workplace violence
· Participates in Occupational health & Safety training as required:
· AODA
· WHMIS
· Employee Safety Training
· Other (as required)


I ______________________ have read this job description and understand and accept the responsibilities outlined within.  I have also been given a copy of this job description.

____________________________	___________________________
Employee Signature			Date



_____________________________	___________________________
Supervisor Signature			Date
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