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Employment opportunity Internal/external posting



Position Title: Position Location: Reports to: Contract term: Compensation: Start date: Application deadline:



RECRUITMENT AND VOLUNTEER MOBILIZATION OFFICER Ottawa Coordinator, Volunteer Mobilization Team 2 years Level C, according to WUSC salaries scale ASAP May 8, 2016



BACKGROUND: The Uniterra international volunteer program aims to contribute to poverty reduction and sustainable development through national and regional sectoral approaches in 14 developing countries with the support of 3,000 volunteers. The program focuses on sustainable economic growth for the youth and women. The Uniterra program is jointly operated by the Centre for International Studies and Cooperation (CECI) and World University Service of Canada (WUSC). Under the responsibility and the supervision of the Coordinator, Volunteer Mobilization, the Recruitment and Volunteer Mobilization Officer will be responsible for implementing recruitment strategies, selecting candidates and developing volunteer profiles based on the needs of partners from our countries of intervention. KEY AREAS OF RESPONSIBILITY: Recruitment and selection of candidates Working collaboratively with staff members and partners in Canada and internationally, the Recruitment and Volunteer Mobilization Officer will fulfil the recruitment requirements of both Canadian and Southern partners. More specifically:  Create and employ recruitment and selection strategies based on requests from partners in developing countries, for different types of volunteers and for all of Uniterra’s programs and volunteer cooperation projects;  Assess country program and partner needs to identify volunteer profiles required for each position, detailing skillsets and qualifications needed to most effectively contribute to the achievement of development;  Review and validate the job descriptions for volunteers to ensure that they are developed to match program needs and contribute to the achievement of development results;  Support field teams to develop volunteer mandates that are accurate, realistic and match Canadian supply;  With the approval of the Coordinator of Volunteer Mobilization, open the volunteer mandate files in the information management system;  Review the final version of the volunteer mandates and post them to selected recruitment networks;  Conduct formal interviews and send selected applications to the field for selection and final approval;
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If needed, accompany Canadian partner organizations in the recruitment process; Support overseas staff in the recruitment of volunteers from the South (share recruitment tools) and do recruitment follow-ups for national volunteers; Conduct monthly follow-ups on recruitment progress with the field staff; Use existing planning tools from field offices to follow-up on programming results; Continuously update recruitment and selection tools ; Integrate gender equality concerns in all recruitment and selection activities.



Other responsibilities  Provide the list of volunteers and pre-departure orientation requirements to the Uniterra Training Team;  Support the training team, when necessary, by conducting some workshops;  Update information in the Information Management System;  Maintain monthly reports and lists as well as other Uniterra administrative requirements;  Participate in Uniterra Volunteer Mobilization and Operations Unit meetings; and  Conduct one-on-one debriefing sessions with volunteers, ensuring that the feedback provided in the debriefing session is shared with the Uniterra team in Canada and overseas. QUALIFICATIONS:       



University degree in Human Resources or related discipline; At least 3 years of professional experience in recruitment; At least one year of experience working overseas in international cooperation; Sound judgement, entrepreneurial spirit and experience in business development; Good working knowledge of information technologies, including Microsoft Office (Word, Excel, Power Point, etc.); Excellent written and spoken English and functional in French; Understanding of the approach to equality between women and men and values of international volunteering.



Travel: Frequent visits to Montreal WUSC is an equal opportunity employer. Only those candidates selected for an interview will be contacted. If you wish to apply for this position, please send your résumé with a covering letter quoting reference number 16/10 to: [email protected]. No telephone calls please.
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