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POSITION DESCRIPTION



Position Title:	Student Refugee Program Coordinator
Department:	Volunteer Services
Position Status: 	Active
Employment Type:	Part-time (up to 15 hours per week)
Employment Term: 	July 2026 – April 2027

POSITION SUMMARY 

The Student Refugee Program Coordinator (SRPC) will act as the primary contact between the University of Calgary Local Committee (LC), WUSC Ottawa (headquarters), and other relevant stakeholders involved in WUSC’s Student Refugee Program (SRP) on campus. The SRPC provides administration, planning, and coordination assistance to the Coordinator, Volunteer Services (CVS) with the successful implementation of the University of Calgary Student Refugee Program. Support for SRP students are centered around providing five basic pillars of support: Academic, Health & Wellbeing, Social, Finance, and Self-Reliance.

REPORTS TO: Coordinator, Volunteer Services

COMMITMENT: 

The SRP Coordinator will work up to 15 hours per week, depending on the needs of the students or program that is the key focus at a particular time. More hours may be required during the initial weeks of the sponsored students’ arrivals in August. This will be navigated through discussion with the CVS.

Hours

The allocated hours are generally worked during regular office hours (8:30 AM - 4:30 PM), however, evenings and weekends may be needed depending on the needs of the program and the availability of the SRPC and the sponsored students.

Training

The SU will provide extensive background information on the program as well as past experiences that are directly relevant to the position. The successful candidate will also learn many of the skills, processes and knowledge of the position through direct on-the-job experience. Additional training will be provided virtually from World University Service of Canada. The successful candidate will also receive training in volunteer management.

A mandatory Student Staff Orientation will take place in late August. 

KEY RESPONSIBILITIES

· Assist with facilitating the settlement of two sponsored student each year through the SRP Program to life in Canada/University of Calgary. This includes but is not limited to submitting appropriate documentation related to their status in Canada (Social Insurance, bank account, health care, etc.), assist with course registration, explain how and where to get textbooks, provide a tour of campus, explain financial issues such as banking and credit cards, assist with booking health appointments, advice on shopping for winter clothing, etc. 



· Assist with ongoing support of up to eight sponsored students participating in the four-year program. This includes but is not limited to assisting with resumes and gaining employment, assistance with securing and moving to off-campus housing, support with purchasing basic furnishings, how to secure government student loans, etc.
· Perform a variety of program administrative duties, including responding to emails, creating agendas, and taking meeting minutes, filing, data entry, contacting students and relaying information. 
· Contribute to the student selection process by evaluating dossiers and the suitability of programs at the University of Calgary and providing feedback.
· Assist with coordination and completion of all paperwork and documentation related to SRP sponsorship with WUSC Ottawa, Citizenship and Immigration Canada, and relevant University of Calgary departments for the upcoming and current sponsorship.
· Attend monthly Student Refugee Program Committee meetings (Third Wednesday of every month at 1:00pm-2:00pm). Take minutes and create and circulate agendas and minutes to meeting members.
· Provide ongoing basic training and support to Student Refugee Program volunteers.
· Contribute to the succession planning for the upcoming year(s) of the SRP program at the University of Calgary. 
· Plan/execute student-centered events and organize/attend local outings with students.
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Assist with potential WUSC public engagement activities where possible.
· Provide refugee program related assistance on various short-term projects as assigned by CVS.
· Communicate with and update Local Committee members and World University Service of Canada.

Volunteer Management
· [bookmark: _Hlk158039039]Recruit, train, supervise, and develop a team of volunteers.
· Schedule adequate volunteer coverage during Volunteer Services office hours including interviewing, scheduling, delegating and evaluation of volunteer performance.
· Evaluation of volunteer performance, including check-in meetings with all volunteers.
· Motivating and recognizing volunteers.


REQUIRED SKILLS, ATTRIBUTES AND EXPERIENCE

· A current undergraduate student attending the University of Calgary. Must maintain a physical presence in the Calgary area from early August to late April and be able to work on campus. 
· Open availability in the month of August for students’ airport arrivals in August/September.
· Well-developed written and verbal communication skills. 
· Maintain strict confidentiality of information pertaining to the sponsored students.
· Discretion, good judgment, and ability to maintain composure under pressure.
· Illustrate personal motivation and the ability to take initiative. The SRPC role requires a high-level of independence, however they must actively and regularly communicate and coordinate with the CVS.
· Intermediate computer skills and the ability to convey important information to the students.  
· Demonstrated organizational and time-management skills to meet deadlines, ongoing program commitments, and emerging priorities. 
· Superior communication and interpersonal skills to interact positively, and professionally with students, community members, institutional partners and staff.
· Patient, open-minded, and mature with a high degree of high cross-cultural sensitivity.
· Knowledgeable of the Calgary area and Canadian culture.
· Some experience conducting administrative tasks is highly desirable (creating and processing documents, writing professional emails, etc.). Prior experience with program or event planning/assisting is an asset. 

The successful candidate may be able to re-apply for this or a similar position provided they are enrolled in undergraduate studies.
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