
Gerald Hardy Memorial Society (GHMS) Job Posting 

Program Operations Assistant 

 

The Program Operations Assistant (POA) reports to the Executive Director (ED) of the GHMS and works in collaboration 

with the ED to fulfill the society’s goals and objectives of providing community support, education, and skills training for 

people living with varying levels of ability. The society offers life skills, job readiness and social engagement through the 

Cascades Thrift Shop, On-Line Auction, Rainbow Foodbank and various social activities. Our services provide rewarding 

daily activities, meaningful employment and inclusion through supported employment, fundraising, community events 

and projects. 

 

Duties/ Responsibilities 

Provide a supporting role in fulfilling the over-all objectives of the Society, assessing client needs, case planning, program 

development and delivery to provide skills training, social engagement and improved quality of life for persons with 

varying abilities and barriers to employment 

Oversee / assist with daily operations of Thrift Shop, on-line Auction, Rainbow Foodbank under the direction of the ED 

Assess individual needs of participants; create and develop individualized action plans offering life skills, social 

engagement and job readiness  

Research, develop and deliver activity, skills development programs 

Develop schedules for the participant’s activities and supervision as necessary so the individuals may experience 

successful days 

Establish positive working relationships with staff, area employers, agencies, service providers and program participants 

Establish connection with prospective employers to create custom roles, positions and opportunities 

Educate public, employers and potential participants on benefits of being involved with GHMS 

Provide coaching services for individuals with barriers to employment, helping mobilize participants toward self-

sufficiency and financial independence 

Be open to new ideas, resources and avenues of funding, including research and development of creative community 

projects and business opportunities that will promote community involvement  

Provide referrals to appropriate programs and community resources 

Assist with grant writing proposals, and other duties as required 

Required to safely lift and move objects using proper lifting techniques 

 

Qualifications 

Post-secondary education an asset or equivalent combinations of education, training and work experience 

Experience in program development and supported employment or equivalent work experience 

Experience working with individuals of varying abilities or in the field of persons with disabilities an asset 

Knowledge of developmental and/or physical disabilities and mental health concerns 

Sensitivity to issues encountered by people facing barriers to employment and community involvement 

Ability to work independently as well as in a team environment towards the objectives of the Society 

Up to date computer and social media skills 

References required and able to pass criminal records/ vulnerable sector check  

Driver’s license and reliable transportation required 

Experience with retail management and customer service or equivalent 

 

Personal Characteristics 

Must be physically fit 

Must be versatile, able to quickly adapt to changing work environment, with a focus on relationship building 
Must be able to anticipate and understand the needs of the participants and respond accordingly 

Behave ethically; ensuring personal behavior aligns with the values of the Society 

Creative and Innovative with effective communication skills and ability to facilitate groups 

Must be well organized and able to adapt working hours as necessary to attend events outside of regular working hours 

 

Wage/ Hours 

35 hours per week / Salary will be discussed at time of interview 

Application deadline 12pm October 9th 

Submit resume/ cover letter outlining why you would be the right fit for this position to ghms@live.ca  

in person during regular working hours, or mail to 22657 Highway 7 Sheet Harbour, NS, B0J 3B0 

mailto:ghms@live.ca

