
Kiwassa Neighbourhood House 
Full-time Settlement Worker 

 
Summary: Kiwassa Neighbourhood House, a multi-service community agency working in East 
Vancouver, is looking for a full-time settlement worker. You are driven to help newcomers find a 
welcoming and inclusive community with connections to services, people and knowledge that will help 
them have successful settlement and integration experiences.   Working as a member of our 
outstanding Settlement team, this position will focus on providing information and resources on 
employment, housing, education, health, volunteer and family programs to mainly Mandarin- and 
Cantonese-speaking newcomers through community outreach, one-on-one case management, 
networking and group based activities.   This is a full-time, 35-hour a week position. 
 
Key Responsibilities: 

 Help create a welcoming and inclusive community, where newcomers can find services, 
connections and knowledge that will enable their success 

 Develop and implement community outreach and engagement strategies to share and promote 
program services for newcomers 

 Collaborate and build relationships with other community agencies and settlement service 
providers 

 Maintain confidential client case files with on-time and accurate records management and 
electronic data entry, analysis and reporting to support learning and compliance through House, 
iCARE and other IRCC requirements 

 Provide settlement and employment-related orientation to clients through one-to-one and group 
activities and workshops 

 Client case-load management - conduct related intake, initial needs assessments and referrals to 
a range of services for portfolio of newcomer clients 

 Develop individualized action plans, provide monitoring and ongoing support and coaching and 
linking to community and employment opportunities 

 Maintain current inventory of resources for newcomers 

 Stay up-to-date on trends in settlement policy and practice  

 Work to effectively integrate settlement services with those offered by other Kiwassa programs 
and staff 

 
Qualifications: 

 Minimum two years of work experience providing community-based settlement services 

 Minimum three years of relevant post-secondary education/training, or equivalent combination 
of education and experience 

 Superior organizational and administrative skills 

 Experience working with CRM and/or client database systems, including data entry, analysis and 
reporting.  Knowledge of iCARE ideal 

 Experience in assessing client needs and completing and monitoring settlement action plans 

 Excellent verbal and written communication skills 

 Demonstrated experience in design, delivery and facilitation of group presentations and 
workshops  

 Fluency in Mandarin and English 

 A passion for helping people find a sense of belonging and connection to community 

 Good knowledge of community resources, services and programs available to newcomers 



 
This full-time position offers a competitive salary and benefit package. 
 
We welcome all applications, however only short-listed applicants will be contacted. 
 
Please submit cover letter and resume by mail or email by June 26th, 2017 to: 
 
 
Lyn Scott, Director of Operations 
Kiwassa Neighbourhood House 
2425 Oxford Street 
Vancouver, B.C., V5K 1M7 
careers@kiwassa.ca 
 


