
 
EXTERNAL JOB POSTING 

 
Job Title:   Manager, Newcomer Services                            Job Posting #:   1019                                               
Program: Wesley Client Support Services  Effective Date:  ASAP 
Posting Date:  September 18th, 2018   Posting Closing: October 2nd, 2018 @4PM 
 
Status:  Full-Time; Temporary; Non-Union. The position begins with a two week training period the week 
of Oct. 29th and is an 18 month temporary contract (maternity leave) with benefits.   

    
Responsible to: Director, Newcomer Services and Clinical Supports   

 
 

Purpose: The position is responsible for the overall functioning and coordination of the 
Resettlement Assistance Program (RAP) and Client Support Services (CSS) programs 
within the Newcomer Services Department. Primary focus is to ensure referral and 
support of vulnerable GAR’s during their first year in Canada and to provide 
direction and leadership to intensive case managers around clinical service 
delivery. 

 
 
DUTIES: 
 
1. Oversee the planning, implementation and coordination of program activities to meet set 

objectives and goals in consultation with the Program Director.  
2. Manage the Newcomer Department emphasizing a ‘best practices’ approach to identify 

improvements to intensive case management and support services for all newcomer families. 
3. Assign work and manage staff to maximize utilization of human resources. 
4. Provide clearly defined goals and objectives based upon program standards and key outcomes 

to staff. Monitor program budgets in accordance with established Wesley and funder 
procedures;  

5. Ensure expenditures are within approved budgeted levels.  
6. Conduct regular supervision sessions with direct reports including leadership of the 

performance management process of the organization. 
7. Motivate, coach and provide advice to staff regarding case management, clinical supports using 

strengths based, empowerment focused approach to ensure a client centered focus. 
8. Actively participate in resolution of all program issues from day-to-day issues to formal 

disciplinary / dispute resolution processes. 
9. Conduct program evaluations and submit process improvement recommendations to Director. 
10. Ensure the quality of programs and services.  
11. Liaise with staff to ensure a smooth transition for clients between RAP and Client Support 

Services. 
12. Ensure that clients are served in the language of their choice. 
13. Recruit, train and supervise Client Support Services staff. 
14. Liaise with community service providers regarding client’s needs and educate partners of the 

role and scope of work of Wesley Newcomer Services. 



15. Provide links between clients with specific needs and existing resources in the community 
16. Liaise with other organizations with reference to housing and settlement issues 
17. Network with agencies to collaborate on unique, client-centred services 
18. With the assistance of the administrator, maintain accurate service records, program 

documentation and ETO database accuracy. 
19. Participate in meetings and activities that promote understanding of newcomers. 
20. Work collaboratively with volunteers and staff to ensure efficient and effective management of 

Client Support Services events and activities. 
21. Maintain accurate service records and program documentation through regular audits 
22. Provide activity reports and statistical information as required. 
23. Plan and adjust programs activities according to new arrivals. 
24. Accountable and responsible use of financial and agency resources to meet the program needs. 
25. Approve purchases and expenditures within limits of approved budgeted. 
26. Develop and implement systems for office’s administration. 
27. Provide reports to Executive Director and Leadership team as required. 
28. Promote teamwork and provide direction to supervisor and front-line staff. 
29. Identify trends which impact clients in relevant communities. 
30. Investigate, develop, recommend and implement policies and procedures that enhance 

organizational effectiveness and create a supportive work environment. 
31. Attend and support regular Newcomer Staff meetings. 
32. Participate in staff meetings and other program and organizational events.  
33. Adhere to the Vision, Mission and Values of Wesley Urban Ministries. 
34. Adhere to the Policies and Procedures of Wesley Urban Ministries. 
35. Other duties as assigned.  
 
QUALIFICATIONS: 
 
1. Post-Secondary degree in Social Sciences, Social Work or relevant discipline.  
2. Current registration and in good standing with Ontario College of Social Workers and Social Service 

Workers is required. 
3. Minimum 4 years management experience in a not-for-profit setting 
4. Experience working with newcomers to Canada, strong understanding of barriers to social and 

economic participation 
5. Fluency in English and a second language such as (fluency in a third language is a strong asset): 

Arabic, Persian, Farsi, French 
6. Training in anti-racist and anti-oppressive practice. 
7. Demonstrated understanding of the principles of anti-racist and anti-oppressive practice. 
8. Extensive knowledge of community resources and systems of support in Hamilton 
9. Trained and skilled in participatory group facilitation 
10. Experience in community development is an asset 
11. Experience participating in community outreach activities is an asset 
12. Strong understanding of needs of newcomer families 
13. Documented experience designing and implementing outreach strategies 
14. Proven organizational skills and the ability to work with very tight deadlines and competing 

priorities. 
15. Demonstrated ability to challenge, lead and inspire others to excel in an environment that fosters 

innovative approaches to problem-resolution. 
 



 
Competencies  
 

Customer Service 

1. Builds constructive relationships characterized by a high level of acceptance, cooperation and 

mutual respect  

2. Helps to create and contributes to a work environment that embraces and appreciates diversity  

3. Values and respects the internal and external customers to the organization  

 

Accountability  

1. Takes personal responsibility for the quality and timeliness of their work, and team work  

2. Believes, respects and adheres to the vision, mission and values of Wesley  

 

Commitment  

1. Demonstrates an understanding of Wesley’s Mission, Vision and Values through service delivery 

approach   

2. Acts with integrity  

3. Demonstrates a knowledge of the code of ethics of working in social services  

4. Adapts to changing program requirements, conditions and work responsibilities 

 
Please submit your resume and cover letter outlining your 
Salary Expectations to: hr@wesley.ca 

 

For further information about this and all other programs offered by Wesley, please refer to our 
website at www.wesley.ca. 

 
Wesley is an equal opportunity employer. We encourage applications from all qualified applicants. Only 
candidates selected for an interview will be contacted. No phone calls please. More information about 

Wesley can be found on our website at www.wesley.ca. 
 

mailto:hr@wesley.ca
http://www.wesley.ca/

