
 
 

JOB POSTING – MANAGER, SMALL CENTRES 

Background  

The Action for Healthy Communities (AHC) is a non-profit charitable organization working in Edmonton since 

1995 to strengthen community capacity and build healthier and stronger communities. The AHC’s objective is 

to improve the lives of individuals and communities in which they live through the provision of public education 

and other capacity building initiatives to enable them to enhance their own lives. 

 

Job Summary 

We are looking for an experienced manager who enjoys creating a people-oriented and outcome-based 

environment where staff are empowered to serve the clients and the communities! 

In this exciting role, you will provide the overall leadership and supervision to a growing team of frontline staff 

and volunteers in all AHC’s small centres. You will demonstrate operational excellence by focusing on effective 

program planning, development, management, resource mobilization, implementation, ongoing monitoring and 

evaluation, external partnership establishment, and long-term community capacity building.  

 

Major Responsibilities  

Program Planning & Implementation  

 Determine gaps in activity/service delivery for newcomers and develop strategies for improvement 

 Under the guidance of the Director of Programs, design and develop program and regional strategies, 

forecast timelines and budgets for each program component along with the program staff, create a 

yearly plan, and align program implementations to address the regional priorities   

 Oversee the development, implementation and evaluation of all program work plans and activities, and 

ensure that they are effective in meeting the needs of target newcomers in general and specifically 

socially isolated newcomers facing multiple barriers 

 Coordinate staffing resources and mobilize the staff to the needed centres  

 Oversee the implementation of Community Initiatives tools developed by designated staff across all 

centres 

 

Communications & Community Engagement  

 In consultation with the Director of Programs, develop program communication / promotion and 

dissemination plan; oversee program promotion  

 Manage the development of effective program outreach strategies, proactively identify and engage key 

community stakeholders and partners   

 

Program Learning & Evaluation, and Knowledge Management 

 Manage the development of small centres’ evaluation and measurement framework 

 Oversee the implementation of program evaluation and learning tools developed by designated staff 

across all centres 

 Develop a knowledge management system that ensures maximum sharing of program information and 

learning internally and externally 

 Prepare periodic reports documenting program outcomes/results, statistics and other information for 

funders and AHC publications  



 
 

Other Duties 

 Provide supportive leadership and encourage open communication and participation, and foster a 

positive team environment through effectively hire, retain, performance manage, train, and coach staff 

 Manage the small centres’ financial operations, prepare budget and monitor/approve expenditures  

 Seek and develop new funding opportunities  

Other relevant duties as required 

 

Main Qualifications 

 A post-secondary degree in Social Work, Business Management, Social Sciences, Education, 

Psychology, or related field  

 5+ years of large program/professional team leadership experience 

 5+ years of non-profit management and program management experience, with a proven track record 

of successfully leading a team and developing and implementing new programs 

 3+ years of experience working with newcomers to Canada 

 Experience in managing remote teams is a requirement 

 Superior communication skills, including writing, speaking, and public speaking 

 Ability to effectively prioritize and efficiently execute tasks in a high-pressure collaborative environment 

 Insight and understanding of the current demographic trends, paired with cross-cultural sensitivity and 

ability to build meaningful relationships; multilingual is an asset 

 Proficient with MS Office suites, and other digital applications  

 

Working Conditions 

 Regular Monday to Friday, office environment 

 37.5 hours per week, flexible to work on some evenings and weekend is required 

 Frequent travel across all small centers in Alberta is required  

 

How to Apply 

Your application will be assessed based on how closely your identified qualifications meet the criteria. If you 

meet the qualifications and are passionate about working to serve the needs of immigrants and refugees, then 

we welcome you to send both your resume and cover letter to career@a4hc.ca with the position title in the 

subject line.  

The successful candidate will be required to provide references and a clean driver’s abstract, and to undergo a 

satisfactory criminal record check prior to the commencement of employment. 
 

Deadline: March 1st, 2021 
 

We are an equal opportunity workplace. We thank all applicants for their interest, however ONLY those 

selected for an interview will be contacted. 

mailto:career@a4hc.ca

