
 

 

Instructional Coordinator 
This position is for 15 hours per week at $27.59 per hour. 
 
The purpose of the Instructional Coordinator is to supervise English as an Additional 
Language instructors including monitoring and evaluating teaching styles of teachers, 
planning and conducting professional development, and sharing best practices to 
meet participant needs and trends. The position researches and implements teaching 
methods, techniques and best practices that build on PIRS’ trauma-informed curricula 
in a nurturing and supportive environment. 
 
KEY RESPONSIBILITIES 

 Assist with the recruitment, orientation and training of teachers and program 
volunteers 

 Assist with scheduling of programs and staff 

 Conduct regular site visits to provide support, supervision to program staff; 
liaise with community partners and program participants 

 Monitor and evaluate the teaching styles of teachers, and recommend changes 
that would help in strengthening their instructing skills and abilities 

 Ensure that proper documentation, policies and procedures are completed and 
up-to- date for all staff and volunteers and that employee and volunteer files 
are complete and accurate 

 Plan and facilitate professional development sessions for PIRS instructors and 
staff to implement PIRS’ trauma-informed framework and create continuous 
learning and upgrading of PIRS’ EAL programs 

 Research and recommend new training and evaluation methods, activities and 
best practices 

 Manage and maintain in-house training facilities and equipment 

 Research, create and implement trauma-informed assessment procedures to 
analyze student needs and progress 

 Provide input into the development of procedures and processes that support 
Trauma-Informed  

 Ensure effective communication with all stakeholders 

 Establish and maintain collaborative community-based partnerships to 
coordinate provision of services, resolve program delivery, exchange 
information 

 
DESIRED QUALIFICATIONS 

 Bachelor’s degree in TESL, Adult Education or a related field 

 5+ years’ experience in English as an Additional Language within the non-profit 
sector 

 Experience working with immigrant & refugee women and families of various 
backgrounds  



 

 

 Excellent cross-cultural communication skills (verbal and basic counselling, 
interpersonal and conflict resolution skills) with focus on trauma-informed 
practice 

 Demonstrated experience in team building, group facilitation, assessment and 
problem solving skills 

 Ability to work collaboratively with existing service providers 

 Excellent time management skills with work prioritization abilities 

 Excellent oral and written English language skills 

 Ability to work in a team environment and independently 

 Proficient in the use of computers for word processing,, database, and 
communication 

 Additional language skills an asset 

 Experience of IRCC Language and settlement programs an asset 

 Experience with proposal development an asset 

 Attitudes and values in keeping with the goals and philosophy of PIRS 

 Continuous professional development, including reading relevant journals, 
books and publications 

  
 

Please send resume and cover letter outlining relevant experience to: 
Pacific Immigrant Resources Society 

1874 Kingsway, Vancouver, BC V5N 2S7  
Fax to 604-298-7115 | email to: jobs@pirs.bc.ca 

DEADLINE FOR APPLICATIONS: February 5th, 2018 

 

PIRS thanks all applicants. Only those shortlisted for interview will be contacted. PIRS 
is committed to ensuring that members of traditionally marginalized groups, from a broad range of 
communities, feel empowered to apply for positions within the organization 

 
 

 


