  CITY OF YELLOWKNIFE

 JOB DESCRIPTION
January 2018

POSITION TITLE:   Homelessness Specialist
POSITION NO:  602-151U
DEPARTMENT:      Community Services
DIVISION:  Homelessness
LOCATION:            City Hall
SUPERVISOR'S TITLE:  Director, Community Services

__________________________________________________________________________________

SUMMARY OF THIS POSITION
Under the general supervision of the Director of Community Services, the incumbent works with the City of Yellowknife Community Advisory Board on Homelessness (CAB) to ensure that the goals and objectives of the CAB’s Community Plan (“Community Plan”) are achieved.  The incumbent is the key contact at the City for homelessness initiatives and works extensively with the CAB to address homelessness within the context of the “Community Plan”.  This position provides project management to implement the key strategies outlined in the “Everyone is Home - Yellowknife’s 10 Year Plan to End Homelessness” and provides technical and strategic leadership on the various initiatives outlined in the Plan.  
The incumbent is responsible for all documentation and reporting requirements related to funding from the Federal Homelessness Partnering Strategy (HPS), Homeless Individuals and Families Information System (HIFIS) and any other funding received by the City related to homelessness. 
OUTLINE OF DUTIES
· Supports the activities of the CAB by:

-
Providing administrative support to the CAB and its subcommittees;


-
Participating in all CAB, sub-committee and sub-project committee meetings; and


-
Providing ongoing updates on the progress of the CAB in meeting the goals and objectives of the “Community Plan”.

-
Promoting community awareness of the CAB, the “Community Plan” and its community based model.
· Implements the various strategic initiatives identified in the “Everyone is Home – Yellowknife’s 10 Year Plan to End Homelessness” Plan which is done by:
· Providing key strategic advice and support to the Homelessness Commission.

· Ensuring that the Commission’s vision and direction is implemented with the mandate and scope of the Interagency Council on Homelessness.

· Providing administrative support and guidance as required to the Homelessness Commission.

· Engaging and developing the Landlord’s Round Table on Homelessness.

· Continuing to review and implement the key initiatives of the Plan.
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· Carries out the financial and contract reporting requirements for external funding by:

-
Managing the HPS, HIFIS and other externally funded contribution agreements to ensure

the terms and conditions of the contract are met including progress reports quarterly and annually for payments, preparation of annual work plan, preparation of annual report and the preparation of the annual “Community Plan”;
-
Coordinating the activities required of the HIFIS agreement including promoting, planning, implementing and reporting on the HIFIS program;

-
Meeting regularly with Employment and Social Development Canada (ESDC) for ongoing reviews including Mid-season Dialogue, progress reviews and an annual review. 

-
Developing and coordinating the Call for Proposal process to identify and select proponents to carry out the work of the sub-projects that meet the goals and objectives of the CAB “Community Plan”.


-
Preparing contracts with successful proponents to carry-out the sub-projects; 

-
Verifying that all payments are for eligible expenses under the directives of the HPS agreement and preparing the invoices for payment by the Financial Services Division;


-
Ensuring financial and results-based reporting by proponents meets the reporting requirements and directives of ESDC;


-
Providing periodic financial and results-based reporting on the sub-projects to ESDC;


-
Carrying out the required ongoing and quarterly financial and monitoring visits of each funded sub-project.

· Other related activities required to support the CAB as directed by the Director. 
SPECIFICATIONS
Knowledge, Education and Experience
The position requires a strong working knowledge of accounting principles and contract management skills, preferably in a government setting. Also required are competent skills in the use of financial applications, good working knowledge of Microsoft Excel, Word, Federal online reporting software HERIN, Results Reporting Online and excellent communication skills, both verbally and in writing.

This is normally acquired through a diploma or post graduate courses in a related field. The incumbent must have a minimum of five years project management experience working with related programs, services and support systems as well as experience working in a Northern cross-cultural setting.  The position requires a thorough understanding of social issues surrounding homelessness in Yellowknife.
In addition, the position requires excellent public relations and professional skills in facilitating collaboration among large groups to achieve a common goal.  
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RESPONSIBILITY

Decision Making
The incumbent works with minimal supervision and exercises judgment in analyzing information and in dealing with department heads, Territorial and Federal government officials, and private partners,

community groups, the CAB members and the public.  Problems encountered can be complex and difficult.  Decisions made could affect the success of the homelessness initiatives.   Non-routine problems must be fully understood and well researched in order that viable alternatives are provided. Duties require the incumbent to exercise independent judgment, problem solving skills and initiative. The complexity and amount of detail to each aspect of the job are considerable, requiring good organization, resourcefulness, initiative and common sense.
Contacts
The work requires frequent contact with Territorial and Federal government officials, department heads, private sectors partners, CAB members, community groups and the general public.   The purpose of these contacts is to give or obtain information and to persuade and obtain co-operation.  A considerable amount of judgment and tact is required.  As interaction with co-workers will be frequent, cooperation and “team spiritedness” is essential.  In particular, this position requires the incumbent to be able to facilitate various groups to collaborate in achieving common goals.
Supervision
The position must be able to work independently while at the same time take on a leadership role to ensure that partnerships are formed to achieve the goals and objectives of the Coalition. The position supervises casual staff on an as-needed basis. 
EFFORT

Mental
Duties require the incumbent to exercise independent judgment, problem solving skills and initiative. The complexity and amount of detail related to each function is considerable, requiring good organization, resourcefulness, initiative and common sense.  Job pressure may be experienced by the incumbent through the need to meet deadlines and working with a variety of community groups. 
Physical 
Minimal physical effort is required in performing duties.
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WORKING CONDITIONS
Environment
The work is performed primarily in an office environment.

Hazards
There are no hazards associated with this position except that there may be long periods of time spent at a computer and proper ergonomic principles need to be followed.                                        
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I have read and understand this job description.  The Human Resources Division has informed me that it is a general description of the duties and responsibilities and qualifications required for my position, which forms the basis for my classification level and against which my performance will be evaluated.

_____________________________________                       _______________________________

Employee’s Signature                                                                Date

_____________________________________                       _______________________________

Department Head’s Authorization                                           Date

_____________________________________                       _______________________________

Human Resources’ Authorization                                            Date

_____________________________________                       _______________________________

City Administrator’s Authorization                                          Date
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