Program Specialist - Early Career Development and
Future Skills.
About this opportunity
Are you passionate about suppor ng young adults to prepare for and enter the workforce? Do you
know both the world of post-secondary educa on and the world of corporate talent recruitment? Do
you have experience developing and/or execu ng work-integrated-learning experiences for
postsecondary students? Do you have knowledge of the emerging ﬁeld of micro-creden aling? If so,
consider applying for the Program Specialist - Early Career Development and Future Skills posi on.
In this outstanding opportunity, you will play an important role in shaping training and work
experiences for hundreds of undergraduate student instructors for Actua programs across Canada.
Actua is Canada’s largest science, technology, engineering and mathema cs (STEM) outreach
organiza on. We are looking for an excep onal communicator and rela onship builder who is an
expert in adult educa on, work experience and job training to help develop and implement a series
of work-integrated-learning (WIL) experiences for Actua’s STEM instructors. This is a full- me,
ﬁxed-term posi on located in O awa, repor ng to the Director of Network Membership. The
posi on will start as a one-year contract with the possibility of renewal.

What you will do
The primary role of the Program Specialist is to support the design, development and
implementa on of industry-led work experiences for undergraduate students in STEM studies who
work as instructors in Actua’s youth programs across Canada. These experiences serve to equip
students with in-demand employability skills that prepare them for the launch of their careers. They
provide opportuni es to build professional networks and gain ﬁrst-hand experience in a variety of
industry sectors.
The Program Specialist will also be responsible for scoping out and implemen ng a strategy for
awarding student instructors micro-creden als for their work and training experiences.
Speciﬁcally, you will:
●

Liaise with industry partners in the design, development and delivery of new
work-experience opportuni es, ensuring both par cipant and employer needs are met;

●

Support industry employees who volunteer to deliver WIL experiences;

●

Liaise with par cipa ng Actua network members, developing and delivering communica ons
assets, suppor ng in training and ensuring they are fully supported in their role;
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●

Lead a project team through the process of researching, developing and launching a
transferable micro-creden aling program around the Actua instructor experience;

●

Collaborate on the development of high-quality communica ons materials to support
stakeholder engagement and buy-in;

●

Provide support to relevant projects, implemen ng project strategies and ensuring that
project deliverables are met in accordance with established project management plans and
melines.

About you
●

You are excep onally organized and professional, and are skilled in eﬀec ve communica on
with a variety of audiences, both orally and through high-quality wri en documenta on.

●

You have BOTH a crea ve mind and the experience and skills to turn great ideas into ac on.

●

You have me culous organiza onal and planning skills, along with personal strategies on
how to meet your professional obliga ons. You are accountable, reliable and take pride of
ownership over your work.

●

You have a well-established network in the world of post-secondary and/or adult educa on.

●

You are comfortable with moving quickly, shi ing landscapes and being nimble to change.

●

You are a great team player: tac ul, yet eﬀec ve. You are excited about the opportunity to
work with mul ple teams to propose new ideas and help bring their visions to life.

●

You are a self-starter. Where you have gaps in your own understanding, you’re a
self-mo vated learner that loves to explore, and you can quickly pick up new concepts and
ideas independently.

●

You are an expert in your ﬁeld. You love working with post-secondary learners, ins tu ons of
higher educa on, and corporate-sector partners.

●

You are knowledgeable and experienced in competency-based learning models. You have a
solid understanding of where Canadian post-secondary ins tu ons are at in their adop on of
such models. You have suﬃcient exper se to lead the development of a new
competency-based WIL ini a ve.
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Qualiﬁca ons
In addi on to experience and demonstrated success in the subject areas outlined above and a ﬁt
with the “About you” proﬁle, the ideal candidate also has the following:
●

Undergraduate degree (graduate degree preferred) in educa on, adult educa on, teaching,
or other equivalent.

●

Five to seven years of experience in the design and implementa on of competency-based
learning and accredita on programs.

●

Demonstrated success working with industry partners on the design and/or of career
development programs.

●

Established network within the adult educa on, career development and skills training
world.

●

Fluency in English and French is highly desirable.

Why work with us
In this role, you will have the opportunity to make a na onal impact joining one of Canada’s most
entrepreneurial and inﬂuen al organiza ons in the skills development space. Actua is a na onal
thought leader and you would have the chance to contribute to this na onal narra ve. Each year,
Actua and its growing network of 41 college and university-based members engage over 300,000
youth in exci ng, hands-on experiences that help build their skills and conﬁdence in STEM. We
an cipate con nued growth over the coming years, which will provide tremendous opportunity for
you to grow with us.
This is your opportunity to join our vibrant team-driven environment while working in a youthful,
fast-paced and fun culture. This role is based in our O awa oﬃce, which is centrally located in the
Byward Market. We oﬀer a compe ve salary and great beneﬁts. For more informa on about us,
please visit www.actua.ca.

To Apply
Please submit your cover le er and resume as a single PDF document on the Actua employment
page. The posi on will remain open un l a suitable candidate is selected. Please note that while we
appreciate all applica ons, only those candidates selected for an interview will be contacted. Actua is
an equal opportunity employer and is commi ed to accessible employment prac ces. If you require
an accommoda on for any part of the selec on process, please no fy us and we will work with you
to meet your needs.
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