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WORK EXPERIENCE OPPORUNITY
POSTING

Volunteer Coordinator Assistant (Work Experience Placement)

The Victoria Disability Resource Centre (VDRC) is offering a Work Experience placement for a Volunteer Coordinator Assistant.
This is a learning opportunity for someone who wants to build skills, support others, and gain experience in a community-
based role.

About the Placement
e 240 hours total (flexible schedule)
e  Must be completed by February 28, 2027
e Participants receive a $3,600 stipend (not considered earned income and not clawed back)
e This is a work experience placement, not paid employment

Who Can Apply
This opportunity is for people who are BC Employment Assistance (BCEA) recipients:

e Income Assistance (lA), Disability Assistance (DA), Hardship Assistance (HA)
e PPMB recipients
e Indigenous individuals on reserve or treaty lands receiving or eligible for federal assistance

Additional Supports
Help with transportation, childcare, work clothing, or other needs may be available through WorkBC.

Where
Victoria Disability Resource Centre at 817A Fort Street, Victoria

Start Date
Flexible but all hours must be completed by February 28, 2027
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About the Role

The Volunteer Coordinator Assistant helps support the Volunteer Skills Development program. You will work with
volunteers, help them learn their roles, and make sure the front office runs smoothly. This is a people-focused role where
you support, guide, and encourage others while gaining experience in coordination and teamwork.

What You Will Do

e Help recruit, interview, and place volunteers

e Provide training, support, and mentorship to volunteers

e Help create a welcoming and inclusive environment

e Support volunteer scheduling and fill in gaps when needed
e Track volunteer hours and basic performance information
o Help keep records, files, and training materials organized

e  Work with staff to support daily office operations

e Help with small office tasks and errands

e Take part in team meetings

What We Are Looking For

e  Someone who enjoys working with people and building community
e Strong communication and listening skills

e Organized and able to manage tasks

e Comfortable working both independently and as part of a team

e Problem-solving skills and a positive attitude

e Interest in disability and inclusion is an asset

You do not need to meet every qualification. If you are interested and willing to learn, we encourage you to apply.

About Us
The Victoria Disability Resource Centre is a grassroots, cross-disability organization run by and for people with
disabilities. We are a small, supportive team that values humour, respect, and community.

To Apply or if you have any questions:
Email a brief resume and cover letter to Wendy Cox, Executive Director at director@drcvictoria.com.

Only applicants considered for the position will be contacted.

The VDRC is committed to being inclusive and diverse. All applicants will be considered for employment without attention
to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran or disability status.
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