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MFRC JOB DESCRIPTION 
CHILDREN'S SERVICES COORDINATOR 

 
The Children's Services Coordinator is responsible for the development, implementation, management and 
evaluation of all programs for children twelve years old and under, including all Childcare programs and parent 
support programs.  This includes making proposals for programming and funding, decisions regarding personnel and 
operations; providing support for related parent and child care programs and responding to the unique needs of the 
military family community and its children. This position reports directly to the Program Manager of the MFRC. 
 
Responsibilities include: 

 
Program Development 

 Developing, implementing and facilitating affordable and accessible programs for children that respond to 
the needs of military family community, and provide proposals as to how these programs can be funded. 

 Manage the day to day operations of the Licensed Child Care programs, which includes the Daycare, Out of 
School Care, Preschool & Casual Child Care. 

 Manage child care for all program areas, including child care need during programs such as deployment 
activities or specific interest groups (i.e. volunteer orientation, Franco Cafés…) 

 Developing and facilitating support services for parents (of all age groups) which may include childcare 
programs, parent education programs and parent support groups. 

 Implementing of children's programs both ongoing and periodic; including hiring, orientation and supervision 
of program staff, overseeing program operations and facilitating courses and/or workshops as required. 

 Developing policies and standards of practice for the administration of children's programs.  

 Developing annual goals and objectives for the program area that are measurable and outcomes based 

 Collaborating with multi-disciplinary staff on joint programming, networking and planning opportunities, 
specifically with the 6-8 age group, the 9-12 age group, and parent education for these age groups. 

 Orientating, training and supervising of all volunteers who assist with service delivery  
 
Client Services 

 Promote and practice excellent public relations with children and families in the program as well as the 
community in general. 

 Ensure on-going involvement of and communication with parents in the community in the planning of 
children’s programs and services 

 
Leadership and Supervision 

 Supporting and coaching staff, ensuring appropriate resources to do the work and training and development 
as necessary 

 Ensuring appropriate and qualified staff are in place. 

 Involvement of childcare staff in decision making, problem solving and program development 
 
Networking 

 Collaborating and networking with the other MFRC staff, military, civilian, provincial and federal government 
agencies, schools and organizations involved in services for children. 

 
Monitoring and Evaluation 

 Evaluation of all programs informally on an ongoing basis, and formally on an annual basis. 

 Participate in the evaluation process, including Feedback Forms, data gathering, informal inquiry, and 
outcome measures. 

 Coordinate the collection of statistical data pertaining to each program and ensure all data reported monthly 

 Ensuring that all programs operate within budget guidelines, and that site-specific programs are self 
supporting through fees charged. 
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Other 

 Undertake any secondary tasks and responsibilities deemed necessary for the efficient operation of the 
organization, its programs and buildings. 

 Enhancing professional expertise by membership in applicable professional organizations and by 
participating in continuing education related to assigned responsibilities 

 
Competencies and Behaviours 
In order to successfully meet the requirements of the position, the following competencies and behaviours must be 
demonstrated. 

 Believes in and practices the mission, goals of the program 

 Ability to work as a positive member of the program team, facilitating a team environment through personal 
behaviour, work contributions and the sharing of experience and knowledge 

 Participates in the developing of new ideas and methods for program enhancement and has the ability to 
adjust and adapt to changes 

 Maintains a constant awareness of the “client” and exhibits recognition and appreciation of their needs with 
the ability to achieve results with positive outcomes for families accessing the program 

 Ability to be energetic, resilient and maintains a sense of humour when personal resources are challenged 

 Achieves results with positive outcomes for clients accessing the program 

 Ability to meet deadlines in a timely and efficient manner 

 Effective interpersonal skills under all types of conditions, exhibiting a supportive, positive approach 

 A high degree of personal initiative with good planning and organizational skills 

 Maintains timely and accurate files 

 Has the ability to adjust to the ever changing needs and handle multi-tasks efficiently         

 Continuing personal and professional development in related areas 

 Actively incorporates volunteers into the program area 
 
Desired Knowledge, Experience and Education 

 Degree in the social service field with a focus on early childhood development and a minimum two years 
related exp in the children’s services field  

 Background in program development and experience in workshop facilitation   

 Knowledge of regulations governing licensed programs 

 Supervisory experience 

 Excellent communication skills, both oral and written 

 Team player 

 Willingness to work flexible hours 

 Knowledge of the unique challenges of the military family lifestyle and proficiency in French are considered 
an asset  

 
Working Conditions 

 The position is required to sit at a computer for long periods of time.    

 Ability to be confident around infants and children 

 Client needs and work volume may require more than the schedule work hours to complete essential duties 
of this job. This position may require special hours including working weekends and evenings.   

 Work may require dealing with emotionally volatile situations. 

 The noise level in the work environment is moderate to moderately high.  

 The position is located primarily indoors 

 There may be some stairs involved in the physical location of the position.  Not all locations are wheelchair 
accessible. 


