COMMUNITY SECONDMENT PROGRAM
ROLE IDENTIFICATION
Role:

Project Manager, Equity, Diversity, Inclusion, and Belonging (Internal)

Department:

Corporate Services

Reports to:

Senior Director, Human Resources and Organizational Development

PURPOSE OF ASSIGNMENT

Reporting to the Senior Director, Human Resources and Organizational Development, the Project Manager
will support the development and execution of strategies related to Equity, Diversity, Inclusion, and
Belonging (EDIB).
This work will include the development of an internal framework and project plan that weaves EDIB into the
who, what and how we work. In addition this work will ensure that our local United Way plans integrate with
the United Way Canada strategy.
This is an excellent opportunity for any professional who would like to work in a team environment, expand
their project management and communication skills, and change lives across our region.
As an impact United Way, we work to achieve measurable, lasting change for those who need it most.

RESPONSIBILITIES
•
•

•

•
•

Establish and manage project plans for the initiative using UWEO’s project management software
(including timelines, deliverables, and budgets).
Create a comprehensive road map and implementation plan to define key organizational gaps,
goals, and the process and timing for achieving them. This includes conducting an audit of current
practices.
Work with senior leaders in identifying new initiatives and in recommending key performance
indicators and metrics to measure, track, and analyze the impact and effectiveness of these new
initiatives.
Research, develop, recommend, and execute creative strategies to foster the organization’s
diversity goals.
Review current practices and policies and assess and analyze the extent to which they support or
hinder diversity and accessibility goals.
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Collect and analyze statistical data to evaluate workforce in accordance with diversity standards
and goals.
Assess and report on performance associated with legislative requirements in relation to
employment equity, human rights, accessibility standards, established metrics, and other related
diversity requirements.
Provide policy advice and expertise on compliance obligations under the Human Rights Legislation,
the Federal and Provincial Accessibility Standards, and other legislation.
Enhance the organization’s culture by collaborating with senior management to ensure that the
principles of diversity, inclusion, and accessibility are integrated into management processes and
programs, including hiring, training and development, retention, promotions, etc.
Support the Human Resources and senior leadership teams in the creation of an employment
brand that appeals to diverse candidates and removes bias.
Identify internal and external trends and recognize best practices that will increase diversity among
the workforce and enhance our practices.
Facilitate the development of internal capacity for the prevention and resolution of equity and antiracism related conflicts.
Work closely with the Equity, Diversity, Inclusion, and Belonging Taskforce to strategize on,
operationalize, and support diversity and inclusion calendar events recognizing the streams of
diversity across Canada.
Work with the internal communications team to draft and share messages to various internal and
external channels, such as our newsletter, intranet, and social media, as appropriate to build our
employer brand in an authentic and effective way.
Identify the learning needs of various stakeholders to increase the awareness, effectiveness, and
impact of diversity and inclusion for staff, management, and volunteers.
Assess and recommend external vendors, as needed, for fulfilling specific training needs and to
support diversity and retention initiatives.
Maintain knowledge of diversity-related issues, legislation, and best practices.
Host weekly or bi-weekly meetings with initiative leaders to update the project plan, inform of any
risks to the plans, and adjust timelines/targets as necessary.
Coordinate reporting and meetings with key stakeholders.
Identify opportunities to increase member engagement across the employment initiatives.
Make recommendations based on findings to improve the stakeholder experience.
Support the tracking and sharing of data (i.e., participation at events, hiring data).
Provide administrative support for committee meetings and special events as assigned.
Attend United Way and initiative-specific special events and other functions, as required.
Share and promote best practices.
Perform other assigned duties.

TIME COMMITMENT

This assignment is a full-time one-year opportunity starting in May 2022. It includes professional training.
The candidate must be available for the full duration of the placement.

QUALIFICATIONS

•
•

•
•
•
•
•
•
•
•
•

•

In-depth knowledge of the history, institutions, policies, and culture that have shaped and impacted
the lives and experiences of equity seeking individuals and groups.
Function as a subject matter expert, providing expertise and advice; assist senior leaders and
managers in promoting accountabilities for measurable outcomes aimed to attract, develop, retain,
and promote employees from diverse backgrounds; and foster an attitude and a culture that
supports equity, diversity, and inclusion in our workplace.
Experience in managing projects and/or project management certifications.
Ability to organize and manage a diverse range of assignments and projects with high efficiency,
while paying thorough attention to detail and following through.
Interpersonal skills complemented by the ability and desire to build relationships, motivate others,
encourage involvement, and instill a sense of excitement/pride in others.
Strong organizational and time-management skills to balance multiple priorities as well as share
and promote best practices.
Excellent teamwork skills for working with a variety of individuals (including senior managers) from
diverse backgrounds and ideologies.
High-energy level with a flexible approach and willingness “to do whatever it takes to get the job
done with integrity”.
Experience writing policies, proposals, and communication pieces.
Relevant experience researching, identifying, and qualifying prospects.
Bilingualism would be a strong asset.
Ability to communicate United Way East Ontario’s mandate, mission, and corporate vision to
donors and volunteers.

BENEFITS OF THIS ASSIGNMENT
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•

Apply and refine the following professional competencies through experience in the non-profit
sector: communication; interpersonal; client services; self-management; thinking; and
organizational.

•
•

Increase knowledge of United Way East Ontario and the social services sector.
Contribute to making our community stronger, healthier and safer for all.

•

Network with United Way staff and volunteers.

HOW TO APPLY

Please obtain your manager’s approval, and then send your CV and a cover letter (maximum 500
words) to csantamaria@unitedwayeo.ca. Please indicate which positions are of interest and copy your
manager in your submission.
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