Posting # E21-146

b
COMMUNITY LIVING =

Toronto

JOB OPPORTUNITY

POSITION: QUALITY AND SAFETY COORDINATOR

REGION:  Corporate

HOURS OF WORK: 37.5perweek

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative organization committed
to a vision of promoting a welcoming community. As a leader in the field, Community Living Toronto offers supports to over 6,000
individuals within an intellectual disability as well as support to their families, including residential and day support, assistance with
employment, community support, early childhood services and respite.

QUALIFICATIONS:

Bachelor'sDegreeor CollegeDiplomarelatedto healthcarer socialserviceadministrationTrainingin projectmanagementuditing/accreditatior
quality assurancehealthandsafetyis considerecdnassetMinimum of 2 - 3 yearsof relevantexperiencén auditing,accreditationpolicy
developmentandprojectmanagemerin a healthcarehon-profitenvironment.Generaunderstandingf the MCCSSrequirementselatedto QAM
inspectionsandChildren’sLicensingandOccupationaHealth& SafetyandIPAC practiceselatedto infectiousdiseaseareconsideregnasset.
Knowledgeof privacy principlesandpracticesProficientwith MS Office 365including Excel, Word, Outlook,andSharePoint.

JOB SUMMARY:

With the guidanceanddirectionof the SeniorManagerf Quality Assurancendthe SeniorConsultanbf HealthandSafety the Quality andSafety
Coordinatowill coordinateandsupportactivitiesrelatedto policy andproceduresnanagemerandprojectsrelatedto Quality AssurancéMeasures
(QAM),Children’slicensing,privacy,recordsmanagemerandHealthandSafety.

RESPONSIBILITIES:

Policy andProcedurélanagement

» DevelopandmaintainCLTO'’s Policy andFormsTrackerandpolicy-relatedmaterialon SharePoinaccordingo CLTO’s Policy & Procedure
ManagemenEramework.

« Initate policy reviewwith policy ownersandassociatedctivitiesaccordingo CLTO’s Policy & ProcedurdManagemenErameworkandin
collaborationwith the SeniorManagerof QA.

 Lead,manageanddocumenthe Amendmentprocessncludingpreparatiorof Amendmenpackagesindmonitorvia LearningManagement
System(LMS) or othersources.

InternalandExternalAudits

* Developandimplementew processegelatingto internal QAM andLicensingReadinesandAssessmenprocess

« Createprojectdocumentationcludingassessmertbols andtraining materialsfor internal QAM andlicensingassessors
 Conductexercisege.g.surveyandsummaryof commonthemesmini audits)to identify areasfor quality improvement

ProjectandCommitteeSupport
« Coordinatemeetingsandmeetingmaterials andmaintainTeamssitesfor ongoingandad-hocgroupsrelatedto Quality, PrivacyandOccupational

Health& Safety(e.g.Compliance% LicencingLeadsWorking Group;Quality andHealthOutcomedNorking Group,Policy andDirectives
Working Group).

« Leadfollow-up actionsarisingfrom projectmeetingsandCommittees.

* Provideadministrativesupportto the ServiceExellenceStandingCommitteeof the Boardincludingmeetingarrangementsninutesand
completingfollow-up activitiesasrequired.

OccupationaHealthandSafety
« Organizeandtrack JointHealth& SafetyCommitteemonthly safetyinspectiongo ensurenspectionsarecompletecbntime.

» Managelnfection, PreventiorandControl (IPAC) documentatiotio supporteffortsrelatedto the IPAC SustainabilityPlane.g.datacollectionand
analysisfor theIPAC MeasuremenandEvaluationPlan;PowerPoinpresentatiomf results.

Click APPLY and attach an up to date Cover Letter and Resume.
| APPLY |

PLEASE QUOTE JOB POSTING # IN THE SUBJECT LINE

‘When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in
connection with your application may be sufficient cause for dismissal.

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for
an interview.
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Internal and External Audits
• Develop and implement new processes relating to internal QAM and Licensing Readiness and Assessment process
• Create project documentation including assessment tools and training materials for internal QAM and licensing assessors
• Conduct exercises (e.g.survey and summary of common themes; mini audits) to identify areas for quality improvement
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Occupational Health and Safety
• Organize and track Joint Health & Safety Committee monthly safety inspections to ensure inspections are completed on time.
• Manage Infection, Prevention and Control (IPAC) documentation to support efforts related to the IPAC Sustainability Plan e.g. data collection and
  analysis for the IPAC Measurement and Evaluation Plan; PowerPoint presentation of results.
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