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VOLUNTEER POSITION DESCRIPTION

Title:
· Family Literacy Program Facilitator
Objective:
· To facilitate Family Literacy Program workshops with families and their children to help parents gain the knowledge, skills and attitudes to support their child's language development and gain early literacy skills. 
Requirements/ Qualifications:
· Enjoy working with families and children 0-6 years old
· Experience within the field of Early Childhood Education and/or working with children and families
· High School students welcome
· Confidence with facilitating groups independently and/or co-facilitating groups
· Comfortable with the English language – speaking, reading, listening and writing, sessions also offered in French, Punjabi or Mandarin languages
· Excellent organizational skills
· Completed Criminal Reference Check after the interview and prior to acceptance as a program volunteer
Possible Responsibilities Include But Are Not Limited To The Following:
· Arrive at your designated program site on time for approximately 2 hours
· Arrange the space for the Family Literacy Program and put the space back as initially found with the chairs, table, equipment
· Notify the Volunteer and Student Services Coordinator in advance of any planned absences as soon as possible
· Purchase a healthy snack for families of the Family Literacy Program, with the gift card provided and to a maximum of $15 each session, submitting receipts to the Program Coordinator at the end of the program
· Ask all families to complete attendance when they arrive 
· Complete online registrations and attendance on a weekly basis

· Carry out the agenda of the Family Literacy Program as outlined in the Family Literacy Curriculum

· Fill in the Reflections Sheets each session and submit them to the Program Coordinator 

· Return all supplies to the designated storage centre
· Return curriculum and all paperwork at the end of the series of sessions
· Input family registrations on-line if you have access to the internet

· Call families a few days before the scheduled session to remind them to participate
· Assist with replenishing of program materials, bins and binders

· Administration for program: filing, phone calls, outreach as needed.

Location:
· Duties will be carried out at an assigned community location in the Peel Region
Time Commitment:
· One session a week for 9 consecutive weeks 
· Attend one full day Orientation/Training session 
· Attend optional Professional Development sessions
Contact:

Coordinator, Volunteer and Student Services by phone at 905-791-1585 x7230, email HSVolunteersStudents@peelregion.ca or by fax 905-861-9079.
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