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Position Title:  Recruitment Coordinator  Department: Human Resources 

  

Reports to:  Human Resources Manager  Pay Range:  Commensurate with experience 

      

Position: 6-month term contract | Full-time; Monday-Friday from 8am-4pm 

 

How to apply: Please send your cover letter and resume to resumes@pacificahousing.ca by May 22nd, 2020 at 

4:00pm.  

 

Organizational Focus: 

Pacifica Housing Advisory Association (Pacifica Housing) has been providing safe and affordable homes for 

almost 35 years and is one of the largest non-profit housing providers on Vancouver Island. As a charitable 

organization, Pacifica Housing's vision is better lives through affordable homes and community connections. Our 

mission is to be a leading innovative provider of affordable homes and support services that contribute to the 

independence of individuals and families.   

Pacifica Housing is a rapidly growing organization dedicated to meeting the housing and support needs of our 

community. As such, we are committed to building up our fast-growing team with a culture that supports and 

drives our people and reinforces our team with caring, responsible innovators. Pacifica owns and/or operates 

37 properties in addition to a number of programs. The annual budget is approximately $16M and the total 

staff complement is around 160 employees.  

The Recruitment Coordinator is accountable for overseeing all aspects of recruitment and selection in the 

organization and ensuring administrative functions are running effectively and efficiently.  

 

Primary Objectives: 

 

Participate as a key member of the Human Resources team by contributing to strategic and operational 

planning for human resources by: 

 supporting the development and implementation of human resource management strategies, policies 

and procedures; and 

 contributing to the effective and efficient administrative functions of the organization. 

 

Key Responsibilities: 

 

1. Supporting the development and implementation of human resource management strategies, policies and 

procedures, including: 

 ensuring all human resource practices reflect best practices within the sector, comply with legislative 

requirements and are operating successfully including selection and recruitment, orientation, 

performance management and; 

 assisting the development and maintenance of job descriptions; 

 assisting with the coordination of training for various departments; 
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 fostering and promoting a strong, positive workplace culture to grow and maintain the culture; 

 ensuring agency compliance with the Personal Information Protection Act; 

 organizing, preparing, and sending out performance review organization wide; 

 working in collaboration with the Human Resources Coordinator and Manager; and 

 updating and maintaining employee benefits, employment status, employee training records, 

performance reviews, etc. 

 

2. Recruitment/Orientation Process: 

 preparing and placing job postings, receiving and organizing applications, arranging interviews, preparing 

offer letters and creating orientation packages; 

 participating in interviews whenever necessary;  

 conducting reference checks for all successful candidates;  

 creating and maintaining electronic and hard copy confidential personnel files to include all required 

information; 

 conducting orientation with new staff; and 

 processing all Criminal Record Checks through the Ministry of Justice. 

 

3. Performing other related duties, as required.  

 

4. Completing special projects as assigned. 

 

Qualifications (minimum Education and Experience requirements): 

 

Note:  An equivalent combination of education and experience may be considered. 

 

Education: 

 Bachelor’s degree from an accredited program with a speciality in human resources, business or public 

administration or a related field 

 Certified Human Resource Professional (CHRP) accreditation is an asset 

 

Experience: 

 A minimum of two-four (2-4) years’ progressively more responsible administrative experience including 

at least one (1) year in human resource management 

 Experience in a non-profit environment is desirable 

 Proven experience in recruitment and selection 

 

Knowledge, Skills and Abilities: 

 Exceptional written and oral communication skills 

 Highly proficient in MS Office programs including Word, Outlook and Excel 

 Proficient in Windows Explorer and database management 

 Excellent attention to detail and accuracy 
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Additional Criteria for Role: 

 Completion of a Criminal Record Check with the Vulnerable Sector is required before employment 

commences. 

 

Pacifica Housing advises all employees, contractors and volunteers of the risk of violence, injury and harm that is present 

in the execution of their duties. Pacifica Housing is committed to providing a safe and risk-free work place, however, we 

acknowledge the inherent risk in social housing and direct support work while in homes and in other support 

relationships. 

 

Behavioural Competencies Assigned to the Role: 

 

Core Competencies 

 

Caring:  Intermediate 

Creative:  Intermediate 

Responsible: Intermediate 

 

Role-Specific Competencies 

 

Communication:  Intermediate 

Relationship Building: Intermediate 

Leadership:  Intermediate 

 

Pacifica Housing is an equity employer and encourages applications from women, persons with disabilities, members of 

visible minorities, Aboriginal Peoples, people of all sexual orientations and gender identities. All qualified individuals who 

would contribute to the further diversification of our organization are encouraged to apply. 

 

 


