
 

28 West Pender Street, Vancouver, B.C. V6B 1R6 

 
From: Wendy McCulloch  e-mail: wendy.mcculloch@success.bc.ca 

  Date: March 29, 2016 

 
Title:  Online Settlement Practitioner, Immigrant Settlement and Integration Program 

Nature: Full- time (35 hours per week) 

Reports To: Program Director, Immigrant Settlement and Integration Program 

Duties:  

The Immigrant Settlement and Integration Program (ISIP)’s Online Settlement Practitioner assists new 
immigrants to successfully settle and integrate into Canadian society. ISIP’s online services environment 
supports new immigrants to increase their awareness of their settlement needs; learn about 
information & resources to support their settlement process, and increase their skills to foster their 
economic and social integration. 

The ISIP Online Settlement Practitioner is responsible for delivering online settlement service in 
accordance with contract and ISIP service protocols.  This position will work with other ISIP team 
members to ensure the delivery of outcome oriented settlement programming to IRCC eligible 
newcomers online.   

Key Duties and Responsibilities: 

1. Performs and facilitates service assessment for newcomer needs across a broad spectrum of 
settlement areas (language, employment, housing, education etc.) 

2. Refers clients to appropriate online and in-person services and resources. 
3. Provides and facilitates client-centered settlement and integration information as needed 

via online meeting forums, telephone and e-mail. 
4. Provides ongoing support to clients to access ISIP Online services including assisting clients 

with website navigation.  
5. Provides online settlement information, short courses & programs and administers the 

online services, as necessary.  
6. Facilitates the delivery of online webinars & provides settlement information to clients as 

requested. 
7. Tracks service progress and ensures appropriate data is collected and recorded. 
8. Ensure all stakeholders are informed of modifications to the online environments and assists 

with troubleshooting challenges.  
9. Occasionally performs interpretation for webinar speakers and/or translates resources for 

clients.  
10. Outreaches to prospective clients and stakeholders to identify emerging settlement, 

language, employment and community connections information gaps and develops 
settlement informational resources as required. 



 

11. Attends program meetings on service deliver issues. 
12. Supplies up-to-date information to management regarding online service delivery. 

Education, Training and Experience 

1. Bachelor’s Degree in Social or Human Sciences or related experience. 
2. Experienced in working with immigrants and refugees. 
3. Experience and demonstrated knowledge about settlement information and resources. 
4. Experienced in conducting one-on-one and group settlement services. 

5.   Excellent time, resource management and planning skills. 

6.   Demonstrated skills in interpersonal and intercultural communication techniques. 

Job Skills and Abilities: 

1. Fluent in English and additional language an asset. 

2. Strong communication (written / verbal) and client skills. 

3. Able to work independently and as a team. 

4. Strong computer skills with proficiency in working with interactive technologies. 

5. Ability to work with individuals and communities facing cultural adjustment challenges. 

6. Ability to create, and maintain client records and reports. 

7. Able to design, promote, deliver and facilitate orientation and education workshops on a range 

of settlement topics. 

Preferred: 

1.  Knowledge of and ability to use iCARE system. 

Other Requirements: 

1. Required to work occasional evenings and weekends to support staff and programs. 

2. Criminal record check required. 

Duration: Immediately to March 31, 2017  

Salary: $24.00-26.00 /hour 

Interested persons please send your resume to dilys.ho@success.bc.ca on or before noon on, 
April 11, 2016.  

Only those selected for an interview will be contacted. 
 
* Resume including cover letter should not be more than 3 pages. 
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