Posting # E23-22

b
COMMUNITY LIVING =

Toronto

JOB OPPORTUNITY

POSITION: TEMPORARY CENTRALIZED SCHEDULER
(Expecteddurationup to oneyear)

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:

Collegediplomain HumanResourcesBusinessHumanServicesor arelateddiscipline.Minimum 1 — 3 yearsof relatedexperienceComputer
softwareproficiencyincluding Microsoft Office (Word, Excel, Outlook) andonline schedulingsoftware Strongkeyboarding/datantry skills.
Excellentorganizationaltime managemergkills. Knowledgeof EmploymentStandard#\ct, applicabldabourlaws,andcollectivebargaining
agreementStrongadministrativejnterpersonahndcustomeiserviceskills. Ability to communicateffectivelyin English(verbalandwritten).
OtherlanguagesreanassetAbility to beself-starterableto work independenthaswell asin ateam.Knowledgeof healthandsafetyprotocols.
Candidatesnustpassa medicalandbefree of contagiougliseasén accordancevith applicableregulatoryrequirementandmaintainappropriate
immunizationsjncluding providing proof of full vaccinationagainstCOVID-19 (includinganyrecommendetoosters/additionaloses)subjectto
requiredhumanrightsaccommodation Shoulda candidatebe unableto vaccinatefor bonafide humanrightsrelatedreasonsasprotectedoy the
OntarioHumanRightsCode,CommunityLiving Torontowill assessvhetheror notaccommodatiofs possiblewithout unduehardshipbasedn the
obligationsof this position.

JOB SUMMARY:

The CentralizedScheduleis responsibldor maintainingall necessarynformationon Full-time, Part-timeandrelief staff, for SupervisorsManager:
anddifferentdepartmentsisinga web-basedchedulingsoftware Supportsquitablyallocatingshiftsin accordancevith staffsdeclaredavailability,
respectinghe constraintgprovidedby LabourLaw, Collective AgreementanguageandestablishedairnesspracticesResponsibléor making
adjustmentso schedulesn atimely mannerasrequiredto coverapprovedequestgor time off, sick time, andany othermattershatmayalterthe
schedule.

RESPONSIBILITIES:

Scheduling:

« Workswith the ProgramSupervisorsat variouslocationsto schedulestaff; makesadjustmentssrequiredto fill shift vacanciegor approved
requestgor time off, includingvacationrequestslieu time, trainingandstaff meetingsandany othermattersthatwill altertheschedule.

 Accepts,assignsandconfirmsshifts,adjustschedulesccordingto the homes’needsandmaintainsup to dateinformationdaily within the
database.

 Contactsart-timeandrelief, or agencystaff regardingunexpectedhift vacancieshatbecomeavailabledueto sicknessemergencybereavemen
staffinjury andotherabsencethatmayoccuron adaily basis.

« Ensuredaily andmonthly schedulesrecompletecandpostedto the variouslocationswithin thetimelinesestablished.

RecordKeeping:

« Supportghemaintenancef Full-time, Part-time andrelief stafflist includingskills, trainingrecords site orientation shift preferencesand
location.

* Retrievesandupdated-ull-time, Part-time andrelief staff availability notificationsfrom variousbasessuchasvoicemail,forms, phonecalls,
emails,etc.

AdministrationandReporting:
« Prepareseportsoutlining the numberof shifts postedthe numberof shiftscoveredandthe percentagef shiftsfilled.
« Assistsstaff, troubleshootso maximizetheir utilization of the system.

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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