[bookmark: _GoBack][image: ]Opportunities for Employment (OFE) is seeking a skilled and participant-centered Facilitator to join our team. This position supports newcomer and Indigenous youth to build the knowledge, confidence, communication skills, workplace readiness, and job search tools needed to pursue and maintain meaningful employment.
This opportunity is open to internal and external applicants.
Position: 	Facilitator – Newcomer and Indigenous Youth Employment Development
Hours: 		1.0 EFT, 37.5 hours per week (Monday to Friday – days)
Term: 		Term position to July 16, 2027
Funder: 	United Way of Winnipeg
Reports to:	 Program Manager
Location: 	OFE, Winnipeg, with occasional offsite partner, vendor, or employer activities as required
Closing Date: 	Open until filled
About the Role
The Facilitator will design, develop, and deliver high-quality employment development education for adult newcomers and for Indigenous youth. The role includes delivering program-specific classroom components, facilitating employment development workshops, and supporting contract training and online certification opportunities across OFE programs.
The successful candidate will create an inclusive, respectful, and engaging learning environment that helps participants strengthen their employment readiness, communication skills, workplace understanding, and confidence. This position works closely with Employment Consultants, Employment Service Advisors, Job Coaches, Employer Liaisons, program staff, vendors, and management to ensure training is responsive to participant needs and aligned with individualized employment plans.
Key Responsibilities
The Facilitator will:
· Develop, update, and deliver participant-friendly curriculum and workshop materials aligned with program outcomes and participant needs.
· Facilitate classroom components for adult newcomers and Indigenous youth, including topics such as Canadian workplace culture, emotional intelligence, employment standards, workplace safety, interview preparation, and job retention for Indigenous youth.
· Use inclusive adult education strategies such as discussion, demonstration, repetition, visuals, workplace scenarios, videos, guest speakers, and applied activities.
· Provide ongoing feedback to participants on their progress and support them to address interpersonal or workplace-readiness issues that may affect job search, employment, or retention.
· Deliver or coordinate contract training courses, including Lift Truck, Safe Food Handler’s, and other assigned employment-related training.
· Manage codes and engagement for online learning and certification courses 
· Monitor training code inventory and usage, order new codes when required, communicate with vendors, and maintain accurate records of code purchases, assignments, completions, and remaining balances.
· Schedule training sessions, manage participant registration and engagement, provide reminders and instructions, and respond to participant questions related to course access and completion.
· Inform Employment Consultants and other relevant staff of upcoming training opportunities, eligibility requirements, available seats, registration processes, and participant completion results.
· Maintain accurate attendance records, class lists, evaluations, completion records, activity trackers, code tracking, receipts, and other program documentation.
· Enter required service, attendance, completion, and outcome data into OFE systems, including the database/LMS and other reporting systems as applicable.
· Participate in OFE’s pool of facilitators who deliver employment development workshops and training across programs.
Qualifications
The ideal candidate will bring:
· Post-secondary education in a related field such as Adult Education, Education, Indigenous Studies, Social Sciences, Human Services, or an equivalent combination of education and experience.
· Adult education certification, teaching/facilitation training, or related experience in developing and delivering adult/life skills/job search education.
· Experience developing and delivering curriculum, workshops, and applied learning activities to individuals and groups from diverse cultures and varied life experiences.
· A strong understanding of Canadian workplace culture, employment barriers, and employment-readiness needs affecting adult newcomers, including immigrants and refugees, and Indigenous youth.
· Experience facilitating employment development content such as Canadian workplace culture, communication, interview preparation, workplace safety, employment standards, job retention, and related topics.
· Ability to create a safe, respectful learning environment and adapt delivery for varied language, literacy, digital skill, confidence, and employment-readiness levels.
· Comfort with blended learning, online certification platforms, learning management systems, and current computer office applications, including Microsoft Office.
· Strong documentation, organization, time-management, and communication skills.
· Sound professional judgment and the ability to build positive working relationships with participants, staff, vendors, and community/partner contacts.
· A high level of flexibility, creativity, initiative, and ability to organize and prioritize responsibilities effectively.
· Training and/or experience in trauma-informed, culturally responsive, anti-racist, and participant-centered practice is considered an asset.
Requirements
· Satisfactory Criminal Record Check and any other checks required by OFE policy.
· Availability to adjust schedule as required to align with cohort delivery, workshop scheduling, contract training, and participant needs.
Working Conditions
This role is primarily classroom-based and includes some computer-based, blended, and online learning delivery. The position may involve periods of standing, walking, and light lifting of classroom or training materials. Occasional offsite activities with partners, vendors, employers, or community contacts may be required.
How to Apply
Please submit your cover letter stating your salary expectation and resume to:
Program Manager
recruitment@ofe.ca
Please quote “Facilitator – Newcomer and Indigenous Youth Employment Development” in the subject line.
Applications will be accepted until the position is filled.
OFE thanks all applicants for their interest; however, only those selected for an interview will be contacted.
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