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Canadian Working Group on HIV and Rehabilitation (CWGHR)

Groupe de travail canadien sur le VIH et la réinsertion sociale

JOB DESCRIPTION

MANAGER, EPISODIC DISABILITIES INITIATIVES

A.   Background

The Canadian Working Group on HIV and Rehabilitation (CWGHR) is a national, non-profit, multi-sector, multi-disciplinary organization that addresses issues of disability and rehabilitation in the context of HIV.  CWGHR is working to improve the lives of people living with HIV, through rehabilitation research, education and improved access to care, support and services.  CWGHR’s mandate includes three primary areas:

· Coordinate a national response and provide advice on rehabilitation issues in the context of HIV 

· Promote and undertake initiatives on rehabilitation in the context of HIV

· Encourage pan-disease and cross-disability collaboration to address issues experienced by people living with HIV and those with other complex episodic or chronic diseases

The governance of CWGHR is undertaken through a national volunteer Board of Directors. The overall operational work of CWGHR is managed by an Executive Director (E.D.) in consultation with the Board of Directors and national membership.  CWGHR was formed in 1998 and its office is located in Toronto.

In order to promote a comprehensive and coordinated approach to our initiatives, CWGHR has been working since 2001 from a cross-disability perspective to address many issues of mutual concern to people living with HIV and   other disability partners, such as employment and income support/security.  In 2003, CWGHR developed the national Episodic Disabilities Network (EDN) in order to establish an ongoing platform for the exchange of ideas and collaboration on issues specific to episodic disabilities among national disability organizations.  The EDN currently has 20-25 participating organizations and individuals representing a wide range of chronic and episodic diseases.  

In addition, to address specific provincial issues in Ontario, CWGHR is now developing an Ontario Episodic Disabilities Network, as well as an Ontario Episodic Disabilities Resource Centre.  These initiatives will be interconnected as they move forward. The purpose of the Ontario Network will be to promote collaboration, information and knowledge exchange among episodic disability groups and other multi-sector stakeholders in Ontario.  The primary purpose of the Resource Centre will be to serve as a “clearinghouse” or source of public information on programs, policies, research and educational opportunities on episodic disabilities in Ontario.  These new provincial initiatives will build upon and link to the current activities at the national level.

To lead and advance these areas of work, CWGHR is looking for a Manager, Episodic Disabilities Initiatives.  The successful candidate will bring relevant experience and expertise, a strong vision and pro-active approach to advancing knowledge, partnerships and opportunities related to episodic disabilities 

B.   Scope of Work

The Manager, Episodic Disabilities Initiatives (EDI) and other staff (employees and consultants) work under the direction of the Executive Director in accomplishing the work of CWGHR.  The Manager, EDI, will work in consultation with relevant committees, other CWGHR staff and stakeholders to carry out the objectives and work plans related to these initiatives.  The Manager, EDI, will be a member of the CWGHR Management Team

Roles and Responsibilities

General

1. Work with other members of the Management Team, other CWGHR staff and the Advisory Committee on Episodic Disabilities initiatives to lead and advance CWGHR’s work on episodic disabilities at both the national and Ontario levels.  Included in this is the development of a new Ontario Episodic Disabilities Network, and an Ontario Episodic Disabilities Resource Centre as well as continuing CWGHR’s education, research and policy initiatives related to episodic disabilities at the national level.

2. Oversee the development and implementation of the Ontario Episodic Disabilities Network and Resource Centre, including: 

· implementing the work plan to meet objectives and achieve outcomes

· hiring and supervising project staff /contractors

· management of all financial aspects of the project

· ensuring timely delivery of project outputs and reports

· implementing the project evaluation plan

· engaging in outreach to key stakeholders 

3. Ensure ongoing /regular communication between CWGHR members and other CWGHR committees and networks related to these initiatives.

4. Represent CWGHR’s national and provincial episodic disabilities initiatives with stakeholders.

5. Contribute to CWGHR management team activities including a) providing leadership support in the absence of The E.D., b) assisting with staffing and students, c) understanding the range of projects currently underway at CWGHR to provide additional management support as required d) assisting in the preparation of funding proposals and reports to funders and other stakeholders, e) other responsibilities as determined by the Executive Director in consultation with the Management team.
Specific

Lead and undertake activities as outlined in the work plans for national and provincial initiatives, to ensure timely completion of activities and, outputs to meet identified outcomes. 
Key Areas of Responsibility

1. Committee Development and Coordination

1.1. Develop and work with the Episodic Disabilities Initiatives (EDI) Advisory Committee, including supervision of staff resource and support (coordination of agendas, minutes, etc.) to the Committee.  

1.2. In collaboration with administrative support and other project staff, develop the membership and activities of a new Ontario Episodic Disability Network (OEDN) including providing leadership and coordination, (coordination of committees, meetings, agendas, minutes, etc).  Ensure OEDN is kept informed of developments throughout the project (in consultation with OEDN representative(s) on Advisory Committee).

1.3. Lead and coordinate the development of a new Ontario Episodic Disabilities Resource Centre.

1.4. Ensure ongoing /regular communication between CWGHR members and other CWGHR committees and networks related to these initiatives.

1.5. Represent episodic disability initiatives with stakeholders (in consultation with Executive Director).

1.6. Keep up-to-date on developments in episodic disabilities, including disability income support and labour force issues.

1.7. Continue to coordinate the membership and activities of the National Episodic Disability Network (NEDN) including: providing staff support, (coordination of meetings, agendas, minutes, etc. - see schedule in work plan).  Ensure linkages between national and Ontario EDN and advisory committees.)

1.8. Seek out and apply for funds as needed to sustain and enhance activities.

2. Staff and contractor supervision
2.1. Hire, develop contracts, and supervise related staff and contractors (including librarian, library technician, IT consultant, IT technician and administrative assistant, as required) to undertake the key activities as outlined in the work plan and as determined throughout the specific initiatives.  Ensure staff and contractors have the supervision and information they need to undertake their work efficiently and provide support/guidance for them to complete their work. 

3. Implement Evaluation Plan for related initiatives 

3.1. In consultation with other CWGHR staff, develop and implement the measurement tools as per the Evaluation Plan.

3.2. Obtain measurements at key points throughout the project.

3.3. Analyze results.

3.4. Implement / integrate the finding from the analysis into subsequent activities as initiatives move forward. 

4. Financial Management

4.1. Ensure all project expenditures are within budget guidelines.

4.2. Work with bookkeeper to:

a) Review all invoices and allocate to appropriate budget line items.

b) Review project cost centre financial statements, general ledger, etc.

c) Develop cash flow projections as required by funders.

d) Provide project information to auditor as required during audit period.
5. Reporting 

5.1. Complete all reports to funders, including narrative reports, financial reports and cash flow projections. 
5.2. Contribute to CWGHR Interim and Annual Reports.

6. Outreach and Knowledge Translation

6.1. Contribute to the content and production of CWGHR communications as related to episodic disabilities and ensure that audiences have relevant content.

6.2. Coordinate consultations and other outreach activities related to episodic disabilities. 

6.3. Develop and disseminate information resources on episodic disabilities, and compile other related materials.

6.4. Build community and academic partnerships for new development and exchange of knowledge on episodic disabilities.

6.5. Lead an education and policy agenda on episodic disabilities issues, including arranging and attending meetings with key stakeholders, e.g. government, private insurance, other policy makers, employers and human resource professionals, and potential sponsors.  Make presentations on key findings and issues identified/ developed throughout these initiatives. 

6.6. Engage communities to participate in project activities. 

6.7. Submit abstracts as required and present on this project at relevant conferences and other meetings.

6.8. Ensure translation of all materials as needed/ required.

7. Communication / Coordination within CWGHR

7.1. Attend and participate in CWGHR Annual General Meeting and related activities.  Present / provide updates to the membership on initiatives related to episodic disabilities.

7.2. Attend CWGHR committee meetings as needed to inform and get input from the committee on issues related to episodic disabilities.

7.3. Support and/or contribute to other CWGHR activities as needed from time to time (in consultation with Executive Director or designate).

QUALIFICATIONS

1. Minimum of relevant Masters degree or equivalent

2. Minimum of 5 years’ successful management experience

3. Knowledge and understanding of HIV and other episodic or chronic complex conditions

4. Experience in project coordination, including management of work plans and budgets

5. Excellent organizational skills including time management and ability to coordinate many tasks

6. Experience writing briefs and/or policy / position papers

7. Experience working with senior level officials in public and private sector

8. Knowledge and experience  in research and project evaluation

9. Experience and ability to work with diverse stakeholder groups, e.g. people living with HIV and other episodic disabilities, researchers, institutions, community groups, private and public sector

10. Experience hiring and supervising staff

11. Excellent written and oral communication skills, including presentation and facilitation skills

12. Computer literacy – including word processing, excel,  PowerPoint, database management, internet research

13. Ability to work independently and in consultation with an Advisory Committee and CWGHR team

14. Familiarity with and /or experience working at the national and/or provincial level; knowledge of national and/or health care policies, programs and disability/rehabilitation issues a strong asset

15. Fluency in written and spoken English (bilingual in French/English a strong asset)

16. Availability to travel for meetings, conferences, presentations, etc.

To Apply:
Please submit the following documents by email to info@hivandrehab.ca (no fax or hard copies please), to be received no later than April 13 2009 at 5:00 p.m. Eastern time:
1. A short (3 pages maximum) curriculum vitae (CV) outlining your relevant education, skills and experience for this position

2. A covering letter (one page maximum) outlining why you are interested in this position

3. A recent (within the past two years) sample of your writing (e.g. position paper, briefing notes, program report,  relevant article or other document) 

Individuals invited for an interview will be asked to bring names and contact information of three professional references.
Deadline for receipt of applications:  April 13 2009 at 5:00 pm Eastern time
We thank all applicants for their interest.  However, only those invited for an interview will be contacted.

We welcome applications from people living with HIV.

