JOB PROFILE
POSITION TITLE:
DATE:
APPROVED BY:

Staffing Resource & Scheduling
Manager
February 2022
K. Knockaert, Director of HR

CLASSIFICATION: Fulltime

LOCATION:
REPORTS TO:
DIRECT REPORTS:

Head office; may be required in
other Epic Opportunities locations
Director of HR
Disability Support Workers – Flex
team employees

REVIEWED BY:
INCUMBENT:

OVERALL RESPONSIBILITY: The Staffing Resource & Scheduling Manager is responsible for the fulfillment of Epic Opportunities
vision, mission and values as they provide leadership within day‐to‐day service delivery to the Disability Support Worker – Flex
team employees and provide assistance to the overall organization. This position is responsible to develop, initiate and
implement staffing resources to the overall organization through hiring, training, scheduling, forecasting and ongoing
development of the organizations flex team workforce. They will be required to assist and contribute to development initiatives
that align with organizational priorities and HR department goals.
SPECIFIC RESPONSIBILITIES:
informal feedback to each person on the team in order to
1. Staffing Resource Support & Scheduling: Schedule the
recognize successes, develop goals for improvement and
DSW‐Flex team employees for organizational staffing
monitor progress in overall performance. Initiate
vacancies (i.e. posted vacant positions, term positons,
progressive discipline as required. Identify and implement
vacations, leaves of absence). Assist management team in
resources that will benefit employees in fulfilling their
roles. Schedule and facilitate regular staff meetings to
scheduling for general holidays and vacation replacement
focus on team building and consistency in support
staffing. Develop and maintain the annual strategic
strategies. Ensure that safe work practices are followed
vacation plan for Disability Support Worker employees.
according to policy. Engage in personal and professional
Assist Senior Manager and Coordinator teams with
development to build leadership capacity, enhance team
replacement staffing when they are experiencing
difficulties. Keep teams up‐to‐date with any schedule
support, and meet overall organizational goals.
4. Communication & Relationships: Initiate and utilize
changes.
effective interaction with all staff teams, people we
2. Human Resource Management: Identify the organization’s
support, support networks and the community at large,
current and prospective DSW‐Flex staffing needs. Forecast
modelling EO values in all relationships. Ensure that both
and monitor for peak times of usage and develop action
written and verbal communication is clear and effective on
plans to address. Identify potential sources of internal and
a consistent basis with all internal and external
external qualified candidates. Implement and monitor
processes for attracting and retaining qualified applicants.
stakeholders.
Collect and screen applications and interview applicants.
5. Administration & Data Management: Attend meetings
Conduct reference checks as required. Notify DSW‐Flex
and participate in committees as required. Ensure accurate
applicants of selection process results and prepare job
and timely preparation of DSW‐Flex team payroll for
offers. Advise applicants on employment requirements
approval. Ensure database is up to date with training
and on terms and conditions of employment. Ensure
information for all employees. Ensure completion, timely
implementation and compliance with organizational
remittance and secure storage of all records and
policies and procedures, The Vulnerable Person’s Act and
documentation in accordance with agency policies and
procedures and Provincial requirements.
other applicable legislation.
6. Quality Outcomes Evaluation & Follow up: Contribute to
3. Employee Development & Support: Provide team
the development and implementation of both informal
leadership and supervision to DSW‐Flex team employees
and formal evaluation tools that rate the effectiveness of
that fosters on‐going opportunities to learn, grow and
DSW‐Flex team supports. Make recommendations for
develop. Arrange on‐site supervision to employees and
improvements and actively engage in implementing
role model the supports required for each person served.
needed changes. Always seek out opportunities for
Place emphasis on teaching, coaching and mentoring in
order to develop and strengthen skills in supporting people
enhancing services to the people we support. Recognize
to pursue and achieve their life goals. Provide formal and
and report all concerns of abuse or neglect. Work towards
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SPECIFIC RESPONSIBILITIES (continued):
Work towards continuous improvements to the supports
provided to employees and those in leadership roles who
are in place to provide these services. Maintain and
provide statistical data as required.
7. On Call Support & Rotation: Participate in the regular On
Call rotation. Respond to and address calls in a timely
manner according to the urgency required, being present
on‐site as required. Gather relevant information to make
the best possible decisions related to urgent situations.
Provide guidance and support to staff, giving clear on‐site
as required. Gather relevant information to make the best
possible decisions related to urgent situations.

COMPETENCIES
CORE COMPETENCIES:
 Building Relationships
 Developing Others
 Integrity
 Listening, Understanding, Responding
 Advocacy
 Quality of Service

QUALIFICATIONS:
Education & Experience
 Relevant certificate or degree in Human Resource
Management, Social Sciences and / or Disability and
Community Support Diploma is preferred.
 Previous experience in a leadership or supervisory position
related to services for persons living with an intellectual
disability required.
 Two years’ experience in recruitment & selection, training
& development in human services setting an asset.
 Other combinations of education and experience will be
considered.
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8.

Provide guidance and support to staff, giving clear
direction in a respectful manner recognizing the need for
everyone to work together toward the best possible
solution. Ensure that the best interests of people
supported are reflected in all decisions, while also
balancing the needs of staff.
Other: Facilitate organizational trainings as required.

This position works within the HR team and shares
responsibilities as required.

JOB SPECIFIC COMPETENCIES:
 Flexibility
 Information Gathering and Analysis
 Opportunity Seeking
 Self Control
 Team Leadership
 Strategic Thinking

Skills & Abilities
 Demonstrate ability to assist vulnerable people in achieving
personal outcomes.
 Demonstrate commitment to community living.
 Demonstrate ability to provide leadership to a variety of
people and working groups.
 Excellent written and oral communication skills, with the
ability to listen, understand the problem and respond to
various situations.
 A valid Manitoba Driver’s License and use of a personal
vehicle is required.
 Excellent interpersonal and communication skills.
 Ability to manage several projects at a time, be organized
and set priorities in a fast‐paced environment while
working independently or in a team setting.
 Ability to use judgment and reasoning, balance strengths
and weaknesses of different options; decide on the best
course of action.
 Be resourceful, a good listener, be creative and
imaginative.
 Ability to read and write correspondence in English.
 Active commitment to ongoing personal development and
continuous learning.

