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The Toronto Region Immigrant Employment Council (TRIEC) champions the talent and 

experience that immigrants bring to the Greater Toronto Area. Our solutions support 

organizations to become more culturally inclusive, and help newcomers expand their 

professional networks and understand the local labour market. We collaborate with leaders 

and organizations to build a GTA where immigrant professionals can contribute to their 

fullest potential.  

 

ROLE SUMMARY 

TRIEC is seeking a Project Specialist for its new Career Advancement for Immigrant 

Professionals program. The focus of the program is to support the upward mobility of 

immigrant professionals in organizations. TRIEC works with these organizations, supporting 

their talent mobility strategy, through customized employee career development 

interventions using a guided learning format.  

The Project Specialist will work collaboratively with the Project Manager, supporting the 

design, development and delivery of a customizable employee career development process 

to be implemented in participating organizations. The role involves aspects of 

administration, management, facilitation, monitoring and evaluation. 

 

This is a two-year full-time contract position. Under the supervision of the Project 

Manager, this position works closely with employers, partners, and other TRIEC teams and is 

normally based at TRIEC office located in downtown Toronto. However, in light of this 

period of physical distancing, this position will be working remotely. Start date for this 

position is July 6, 2020.  

 

Compensation: The salary ranges between $52,000-$55,000 per year plus employer paid 

benefits package. 

 

RESPONSIBILITIES 

 

Project Administration & Delivery: 

 Performs a variety of tasks across all aspects of the project, supporting the project. 

manager in planning, execution, monitoring, controlling and closing of the project. 

 Develops a detailed understanding of the requirements of the project, providing 

information and reporting on the progress to relevant stakeholders. 

 Organizes employer and immigrant professional focus groups, overseeing all 
logistics, including preparation of discussion guides, venue/room booking, invitations 
and refreshments.  

 Utilizes an understanding of instructional design to collaborate in the development 
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of training, tools and resource materials focused on career ownership and growth. 

 Facilitates and co-facilitates training sessions at partner organizations as required. 

 Reviews and updates program materials, based on employer requirements and 

immigrant professionals’ feedback and recommendations. 

Partner & Stakeholder Relations 

 Manages the day-to-day development and coordination of the project with partner 

organizations and TRIEC internal stakeholders from initiation to execution and 

follow-up. 

 Collaborates with employer leadership teams and business unit leads to ensure 

career ownership and growth tools and resources are relevant, accurate and 

engaging. 

Communication  

In collaboration with the Communications team: 

 Supports the development of articles, blogs and infographics, when necessary, to 

communicate program successes and best practices. 

 Supports the preparation of an annual program progress report. 

Evaluation & Reporting  

 Compiles program data (qualitative and quantitative) in a relevant, consolidated and 

accessible format. 

 Assists with program evaluation, analysing collected data and actively use it for 

program improvements and communications. 

 Creates reports as required that highlights key metrics and results. 

 Assists in maintaining the project’s financial records by monitoring and recording 

daily transactions. 

 Under the guidance of the Project Manager, assists in responding to inquiries from 

funder, and prepares status reports to funder as required. 

Other Duties as Assigned 

 All staff members work cooperatively to support each other’s responsibilities where 

possible, and support other TRIEC activities as assigned.  

 Prepares and presents reports and information on specific area of work when required. 

 

QUALIFICATIONS AND EXPERIENCE 

Essential qualifications and experience 

 2-3 years’ of work experience in project coordination, including all aspects of the 

project cycle.  



 

Project Specialist, Career Advancement 

for Immigrant Professionals 

   
 

 

 

 Solid organizational skills, including multitasking, time-management and record-

keeping skills. 

 Experienced working with multiple stakeholders that have varying needs, 

requirements and restrictions. 

 Strong client-facing skills with a customer-focused perspective. 

 Experienced in facilitating training sessions for adult participants.  

 Strong understanding of instructional design processes. 

 Experienced with designing workshops and supporting resources. 

 Demonstrated capacity to work both in a self-directed manner and collaboratively 

with other staff. 

 Strong familiarity with Microsoft Word and basic understanding of how to use 

Microsoft Excel and PowerPoint. 

 Post-secondary degree or diploma in a related field, or related relevant work 

experience.  

Desired qualifications and experience 

 Certificate or diploma in adult education and development or equivalent experience  

 Experience in designing and facilitating online learning an asset (e.g. webinar, e-

learning). 

 Awareness of intercultural differences an asset. 

 

How to apply 

Qualified applicants are invited to submit an electronic resume and cover letter in a single 

MS Word file or PDF format, separated by page breaks to Hiring Manager hr@triec.ca with  

the subject line: “Project Specialist, Career Advancement for Immigrant Professionals – 

your name” 

 

Deadline 

Applications must be submitted by email by Thursday, June 4, 2020 at 5:00 pm.   

Note: Only those applicants selected for an interview will be contacted. 

TRIEC is an equal-opportunity employer and is committed to developing inclusive, barrier-free 

selection processes and work environments. We strive to build a culture where everyone feels 

welcome and can make a contribution. If contacted in relation to an employment opportunity, please 

advise TRIEC of any accommodations, if required, which would enable you to be interviewed in a fair 

and equitable manner. Information received relating to these measures will be addressed 

confidentially. For more information on TRIEC please visit www.triec.ca. 

mailto:hr@triec.ca
http://www.triec.ca/

