
 
 

 
 

Opportunity:   Human Resources and Volunteer Coordinator   
 (Salary $43,000 to $48,000) 
The Human Resources and Volunteer Coordinator, under the direction of the Chief Operating 
Officer, will primarily be responsible to maintain accurate, up-to-date, and complete personnel 
records. This position will monitor human resources related documentation to ensure accuracy, 
consistency, and relevance to business processes. This role will also advise employees and 
managers on the interpretation of human resources policies, compensation and benefit 
programs, and collective agreements. The Human Resources and Volunteer Coordinator 
should possess a degree or diploma in a related field. 
 

Required Knowledge, Skills, Qualifiers:. 

 Set up and maintain a volunteer program that is consistent with the Human Resources 
protocols of De dwa da dehs nye>s Aboriginal Health Centre 

 Maintain accurate, up-to-date, and complete personnel records for employees, contractors, 
students and volunteers. 

 Monitor human resources related documentation to ensure accuracy, consistency, and 
relevance to business processes 

 Advise employees and managers on the interpretation of human resources policies, 
compensation and benefit programs, and collective agreements 

 Ensure compliance with relevant employment and occupational health and safety 
legislation 

 Maintain database and files for certified and classified substitute employees 

 Prepare and post notices and advertisements, and collect and screen applications 

 Perform the orientation/on-boarding of new hires and the training of all employees, 
volunteers, students and contractors. 

 Implement employee/personnel programs, including skills development training and health 
and safety programs 

 Maintain human resources information and related records systems in compliance with 
applicable legislation 

 Stay abreast on compliance requirements and industry best practices; recommend 
changes or modifications to existing policies and programs to remain in compliance; and 
adopt best practices where feasible 

 Conduct exit interviews with resigning employees and volunteers to gain a more in-depth 
understanding as to why they are resigning 

 Process bi-weekly payroll for all salaried and hourly employees including all legislative and 
required deductions. 

 Respond to employee and government agency inquiries in regards to payroll 
 

Candidate Differentiators:  In addition to requirements for the position, the ideal candidate 
would also possess some of the following qualifications: 

1. Degree or diploma in a related field.  Certified Human Resources Professional (CHRP) is 
an asset.  Certifications or licenses appropriate to industry 

2. Three years of related experience 
3. Experience in payroll software 
4. Strong knowledge of applicable employment and health and safety legislation and the 

ability to read and interpret legislation 
5. Ability to effectively communicate both verbally and in writing 
6. Ability to interpret and implement company policies and procedures 
7. Ability to prioritize and manage conflicting demands 
8. Ability to work individually as well as part of a team 
9. Demonstrated time management skills 
10. High flexibility with strong interpersonal skills that allow one to work effectively in a diverse 

environment 
11. High level of integrity and work ethic and the ability to handle sensitive or private 

information with tact and discretion 
12. Knowledge of and exposure to a range of human resources activities, including some of 

the following: recruitment, orientation, compensation and benefits, performance 
management, employee relations, and employee communications 

Our Mission: 

To improve the health 

and well-being of 

Indigenous Individuals, 

families and communities 

through wholistic 

approaches that 

harmonize Indigenous, 

traditional and western 

health care which 

respects people with a 

distinctive cultural 

identity, values and 

beliefs. 

INTERESTED 

APPLICANTS  

Please submit your 

resume and cover letter 

to: 

humanresources@dahac.

ca 

or 

678 Main Street East 

Hamilton, Ontario L8M1K2 

Attention: Human 

Resources 

Nya:weh to all applicants. 

Only those selected for 

interviews will be 

contacted.   

Deadline to Apply:  

April 26, 2019 

 

Preference is given to 

equal candidates of 

Indigenous Descent. 



 
 

 
 

13.  
 

 

De dwa da dehs nye>s Aboriginal Health Centre has developed a 

compensation philosophy that will allow the organization to retain, 

motivate and develop talented people who share our values and 

contribute to our success. 

Competitive Wages & Salaries - Health Insurance Plan - Health 
Benefits - Income Protection Benefits - Paid Leaves - Pension - 

Employer Health Tax 
 

  

 

 
 

 

100% Organization Paid Benefits 
 Health Benefits 
 Employee Life/ AD&D Insurance  
 Dependant Life Insurance 
 Employee Critical Illness Insurance 
 Long Term Disability (LTD) Benefits 
 Travel Accident Insurance 
 Business Travel Life & Disability Insurance 

 
Retirement Benefits 
 Healthcare of Ontario Pension Plan 
 Immediate Eligibility 
 For every $1 you contribute, your employer is currently 

contributing $1.26 – making HOOPP a cornerstone of your 
retirement savings.  

 
Paid Time Off Benefits 
 Vacation - 6% (15 Days)  
 Personal Days - 12 Annually 
 Statutory Holidays - 13 Annually 

Your Benefits are to our Benefit... 2018-19 Employee 

Engagement Survey: 

“I hear only good 

things from the 

participants of my 

programs.” 

 

“This is the first place 

that I have been 

employed that not only 

says "family first" but 

lives it by example." 

 

"I love our 

organisation and feel 

very proud to be part 

of it.” 

 

___________________ 

 

Individuals with a 

disability requiring 

accommodation during 

the application and/or 

the interview process, 

please advise the 

recruitment contact so 

arrangements can be 

made. 
Join our team and help to improve the wellness of  

Aboriginal individuals and the Aboriginal community by 
providing services with a distinctive cultural  

identity and distinctive values 


