
  

 

 
Strong Start Coordinator for Southern Zone (Burton, Fauquier, Edgewood) 
School District 10 (Arrow Lakes) 
 
Under the direction and supervision of the Acting Principal or designate the 

Strong Start Coordinator (ECE) will be responsible for the delivery of the Strong 

Start program in Southern Zone. Knowledge of early childhood education is 

essential to this position. 

 
Job Duties and Responsibilities 
1. Service Delivery: 

a. Be current with early learning and child care issues 
b. Plan, set up and facilitate the delivery of the program 
c. Facilitate special events, workshops, meetings and parent information sessions 
d. Provide current information on early learning opportunities in the community 
e. Respond to information and resource requests from care providers, parents, community members and 

the general public 
f. Maintain a working knowledge of community services, resources individuals and supports for children 

and their families 
g. Maintain the arts and crafts and nutrition supplies 
h. Inclusion of all children with diverse learning needs in the program 

2. Program Management 
a. Maintain effective communication within the program 
b. Maintain detailed daily records of communication 
c. Record monthly and quarterly statistics in required report form for the district and the Ministry 
d. Produce reports and work plans in cooperation with the Early Learning Coordinator as required 
e. Attend as directed community, regional and provincial meetings that pertain to the Strong Start 

program 
3. Reception 

a. Greet clients and provide information on the Strong Start Program 
b. Be responsible for correspondence, forms, applications, brochures and newsletters that related to the 

Strong Start program 
c. Be responsible for recording detailed stats regarding phone call, drop-ins, referrals, also caregiver and 

parent activities 
4. Policy 

a. Understand and work within District and Ministry policy and procedures and 
b. Maintain a working knowledge of current and changing Ministry policies and regulations and 

communicate this information to care providers, families and community members 
5. Community and Public Relations 

a. Develop positive working relationships with the community and partners 
b. Foster an atmosphere of trust and respect 
c. Provide information and education to members of the community about early learning issues 
d. Promote and advertise the Strong Start program as required and 
e. Promote awareness of quality early learning services 

6. Professionalism 
a. Treat all caregivers, parents and staff with courtesy and respect 
b. Maintain confidentiality 
c. Take an active role in staff development, workshops and training 
d. Work within the mission and values of SD10 (Arrow Lakes) 

7.  Other related duties as assigned. 



  

 

 
Required Qualifications and Experience  

1. Grade 12 plus a Certificate or Diploma in Early Childhood Education  
2. A Community Care Facilities branch BC License to Practice 
3. A valid Child Aid First Aid Certificate 
4. One year experience in creating, planning, implementing and budgeting for a parent participation early 

learning program, in addition to any experience acquired obtaining the License to Practice 
5. Demonstrated strong verbal and written communication skills and interpersonal skills. 
6. Demonstrated good organizational and planning skills 
7. Demonstrated understanding of and a commitment to quality early learning 
8. Demonstrated ability to work effectively with a variety of parents, children, volunteers, professional and 

community members 
9. Demonstrated knowledge of child development, family dynamics, community resources and early learning 
10. A class 5 driver’s license 
11. Such other qualifications, skills and abilities as may be required to meet Ministry requirements or terms of 

the Early Learning Contract. 
 
This is a 12 hour per week temporary position, across two or three days, as soon as possible, through to June 30, 
2023 or with two weeks’ notice of return of incumbent.  Actual hours of work will be in consultation with the Acting 
Principal or designate. The salary for this position will be as per the Collective Agreement between the Board of 
School Trustees for School District 10 (Arrow Lakes) and the Canadian Union of Public Employees, Local 2450. All 
interested persons must apply in writing to the HR Manager prior to 12:00 PM (Noon) on Monday October 3, 2022. 
 
Mail:  PO Box 340   Email:  michelle.grenier@sd10.bc.ca  
 Nakusp, BC  V0G 1R0 
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