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JOB OPENING 
  
 

Job Title: Program Support Agent 

Immediate Supervisor: Annabelle Cloutier, Director of the Wellness Centre 

Activity Sector: The Wellness Centre, managed by Jeffery Hale Community Partners 

 

INTRODUCTION 

Do you want to make a difference by being part of an organization that is driven by compassion, 
energy and dedication and brings out the best in its employees?  The Wellness Centre is seeking a 
warm and outgoing Program Support Agent to help us as we work to improve the health and well-
being of the English-speaking community of the Greater Quebec City region.   

You will be responsible for helping to keep our clients happy and our programs a continued success. A 
positive, solution-oriented attitude is a must. You don’t need to be told what to do; you see something 
that needs attention, you find a way to deal with it.  At JHCP, everybody pitches in.  Who knows, you 
may even want to slip into our mascot’s shoes on occasion. 

We look after our clients, our community and each other while offering an excellent work place and 
employment conditions.  Apply today to join our “Community of Care”! 

 

ROLES AND RESPONSIBILITIES 

- Work with team members in running our programs and activities, including assisting with volunteer 
coordination;  

- Organize activities, conferences, events and training sessions (agendas, attendee lists, food orders, 
room reservations, set up, welcoming attendees, follow-up surveys, etc.); 

- Collaborate in producing and updating evaluation reports to funders, including compiling statistical 
and financial data; 

- Contribute to developing, maintaining and distributing communications surrounding Wellness 
Centre activities (ie. Community calendar, flyers, pamphlets, posters, website, etc.); 

- Assist with volunteer recruitment and supervision; 
- Perform any other related duties as requested by your immediate supervisor. 
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REQUIREMENTS 

Academic training 
- Technical diploma (DEC or higher) with a profile in social services, human resources, or a related 

field; 
- A minimum of 3-years’ experience in a similar position. 
 
Specific requirements 
-  Proficiency in both official languages, both oral and written;   
-  Experience in event organization;  
-  Knowledge of the English-speaking community of Quebec City and its organizations would be an 

asset. 
- Valid driver's license (the use of a personal vehicle may be required); 
 
Professional and personal skills 
- Group facilitation and mobilization skills; 
- Respect for linguistic, cultural and economic diversity of our diverse groups and clientele; 
- Comfortable interacting with the public of all ages and capacities (children, seniors, special needs, etc.); 
- Strong public relations skills, as well as excellent speaking and writing skills; 
- Excellent command of a Windows environment, including MS Office 365;  
-  Good knowledge of online platforms (ie. WordPress), along with an ability and willingness to learn 

others tools as required. Knowledge of the Adobe Creative Suite would be an asset. 
-  At ease with audiovisual technologies (ie. videoconferences); 
-  Adaptable, team player, collaborative; 
-  Highly organized, meticulous, autonomous and resourceful. 
 

 

WORKING CONDITIONS 

A four-day work week of 28 hours, during the daytime, for an indefinite period. 

Occasional evening and weekend work may be required. 

After a six-month probation period, the person will have access to a range of benefits, including group 
insurance and a pension fund; 

The hourly rate varies between $20.00 and $32.00 per hour. 
 

TO APPLY  

Please send your cover letter and resume to the attention of Ms Annabelle Cloutier specifying the 
title of the position before 4:00 p.m. on Friday, July 20, 2018, to: acloutier@jhpartners.net 

The interviews will take place during the week of July 30, 2018.   

Expected starting date: September 10, 2018. 

We thank all applicants in advance, but will only contact those chosen for an interview. 
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