
The Calgary Chinese Elderly Citizens

 

PROGRAM CO
Senior Centre Without Wall

(Full-time, 

The Calgary Chinese Elderly Citizens’ Association is a non
Chinatown established in 1985; with a mission to provide a supportive and barrier free environment to 
help bridge the gap, integrate and encourage Chinese olde
happy life in Canada.   
 

Program background: 
The Seniors Centre Without Walls for Chinese Older Adult 
and homebound seniors to socialize, learn new skills and stay 
interactive telephone-based social and health programming.

Duties and Responsibilities: 
   Develop program guidelines, procedures
       collection for evaluation pur
 Develop programming materials and 
 Register and recruit participants, including the completion of intake & follow up
 Monitor and review the telephone
 Identify partner agencies and recruit 
 Recruit, interview and screen potential volunteers

volunteer placement, conduct volunteer orientation and training
 Maintain all participant databases including 

prepare reports as required by funders
 Perform other related duties as 
 Require to work on Saturday if needed

Qualifications: 
 Bachelor’s degree or diploma 

sciences 
 Two to three years in a similar capacity 
 Fluency in spoken and written
 Excellent interpersonal and public relations skills
       mature manner 
 Outstanding communication and active listening skills 
 Proficiency in Microsoft Office, especially, Access, Excel and Outlook
 Experience in administrative duties including data collection, 
and general office procedures 
 Demonstrate an understanding of the aging population and utilization of acquired skills and 
knowledge to effectively motivate, encourage and facilitate participation in recreational 
programming  
 Group facilitation and experience in volunteer management will be an asset

 
Please submit resume and cover letter
June 7, 2021.  We thank for your inter
contacted. 

 
Calgary Chinese Elderly Citizens’ Association 

 

 

PROGRAM CO-ORDINATOR  
Centre Without Walls for Chinese Older Adults 

time, 16 months, 37.5 hrs per week) 

The Calgary Chinese Elderly Citizens’ Association is a non-profit social service organization in 
Chinatown established in 1985; with a mission to provide a supportive and barrier free environment to 
help bridge the gap, integrate and encourage Chinese older adults to live an independent, fulfilled and 

for Chinese Older Adult (SCWW) provides opportunities for isolated 
and homebound seniors to socialize, learn new skills and stay connected through a variety of free, 

based social and health programming.    

evelop program guidelines, procedures and standards including measuring tools and data
collection for evaluation purpose 

materials and promotion of the project 
participants, including the completion of intake & follow up

telephone programming operation and content 
Identify partner agencies and recruit speakers for telephone programming 

interview and screen potential volunteers for the program, assess suitability of 
, conduct volunteer orientation and training  

all participant databases including collect data , quality assurance of data entry
prepare reports as required by funders 

other related duties as required by the Operation manager  
Require to work on Saturday if needed 

or diploma in Social Work or related disciplines such as recreation or social 

in a similar capacity  
ten English and Chinese (Cantonese and Mandarin)

public relations skills, caring and empathetic in a professional, 

Outstanding communication and active listening skills  
Proficiency in Microsoft Office, especially, Access, Excel and Outlook 
Experience in administrative duties including data collection, preparing routine correspondence 

Demonstrate an understanding of the aging population and utilization of acquired skills and 
knowledge to effectively motivate, encourage and facilitate participation in recreational 

Group facilitation and experience in volunteer management will be an asset

lease submit resume and cover letter to: Elaine Ogada, email: elaine.ogada@cceca.ca
hank for your interest in this position, only candidates selected for interview will be 
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