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Roles and Responsibilities:
Advisory Board Members:

· Learn about PLAR and Essential Skills
· Review proposals for approval and make recommendations

· Submit expense claims (mileage)

· Provide leadership on succession planning and direction
· Provide reflection on project and suggestions for improvement

· Assist with promotion of DAWN project

· Review monthly & quarterly reports to be forwarded to Funders
· Review changes to financial budgets and status updates.
· Approve participating employees in DAWN project

· Develop policies and direction

Project Manager: 
· Plan and approve meeting agenda in consultation with staff

· Media spokesperson
· Be available for consultation to staff as issues arise

· Contact person with Federal Program Analyst and Funders with changes to program
· Staff reporting and accountability

· Chair DAWN Advisory Board meetings 

· Assist with clarification and amendments of outstanding issues

· Suggest replacement members for DAWN Advisory Board as necessary, and invite after review by the board
DAWN Coordinator:

· Present updates to DAWN to Advisory Board and to WDCC
· Provide reports to WDCC Executive as requested

· Direct Data Collection determination
· Contact with Advisory Board regarding project information
· Lead advertising approval process with Chamber representative and Federal. Government.

· Communicate facilities issues with other building partners

· Monitor progress as per timeline on contract and provide updates to key stakeholders on a regular basis.
· Communicate with Federal Program Analyst and Funders as required
· Identify Best Practises & detailed approach for final report
· Prepare monthly and quarterly reports 

· Assist with providing guidance to WDCC Office Manager on finances. This includes determining reallocations & writing rationale (amendments to contact) for the Federal Government funding source. (to be submitted by Project Manager)
· Final approval of contracts with employers
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· Confirm in-kind documentation and submit to WDCC Office Manager

· Oversee & notify Canadian Government in advance of all communication activities, publications, advertising and press releases

· Meet weekly with Work Skills Developer to discuss progress, changes, revisions, concerns

· Share materials/observations/outcomes obtained at Immigration and Employment conferences 

· Forward information for approval to Canada Government i.e. translations, press releases, communication activities, etc.

· Oversee preparation of material to be distributed as a result of this project

· Supervise and direct admin support position
Work Skills Developer:

· Schedule meetings (together with the Coordinator) for Advisory Board, Chambers of Commerce, target Sector Businesses, and others such as participants 

· Lead or arrange for presenters for employers PLAR sessions
· Deliver presentations to the Business community in Sector groups or individually
· Work with employers to analyse job descriptions for Essential Skills, Assess employees for PLAR, determine the gaps and write a training plan.

· Work with employers and employees to monitor individual portfolios/passports
· Keep track of outcomes, collect and record data 

· Collection of wage data

· Arrange for a digital photo record with release of information forms

· Prepare contracts

· Record in-kind documentation
· Inform third parties or partner organizations of Government of Canada seeking evaluation. Obtain written cooperation and follow expectations identified in project contract

· Meet weekly with Program Coordinator to discuss progress, changes, revisions, concerns

Administrative Tasks
· Planning for Facilities with other partners

· Enter data collection information into data collection system

· Attend Board Meetings, take notes and distribute

· Assistant to DAWN Coordinator; if time allows, assistant to Work Skills Developer and Board Chairperson

· Complete administrative duties i.e. answer phones, mailings, supplies, formatting & proofreading of significant documents

· Computer technical duties

· Prepare additional publications, update website regularly and post necessary information on website

· Prepare booklet/brochure, as described in contract

· Prepare CD/DVD with all materials developed as a result of project

· Work closely with translator to ensure consistency
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