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The Nipissing-Parry Sound Catholic District School Board 

invites you to join our Human Resources team in the position of: 
 

    HUMAN RESOURCES COORDINATOR 
  Permanent, full-time position 

 
Reporting to the Manager of Human Resources (HR), the Human Resources Coordinator works closely with 
the Manager of HR in supporting school and Board administrators and HR department staff with HR programs, 
policies, and labour and employee matters. The HR Coordinator will assist with the planning and 
implementation of all HR functions and initiatives involving recruitment, administration of compensation and 
benefits, training and development, employee and labour relations, performance management, attendance 
support, disability management, and the development of HR programs, procedures and policies. 
 

As a key member of the Human Resources team, the Human Resources Coordinator will:  
• Assist in all aspects of the department’s functions, including the development and implementation of human 

resources initiatives, support to administrators with collective agreements and conditions of employment 
administration, the preparation of Board reports, the development of departmental and operational budgets, and 
the integration of best practices in employee performance, and promoting health and wellness; 

• Build strong relationships with all union stakeholders, coordinate labour meetings, liaise with provincial 
negotiation teams, and actively participate in local bargaining; 

• Administer all aspects of the recruitment function; 

• Work closely with payroll to ensure the effective administration of new hires, salary changes, leaves, benefit 
changes, departures and other HR data transactions;  

• Work with the HR Officer on attendance support and disability management administration;  

• Administer and maintain the integrity of the Human Resources Information System and the accuracy of data; 

• Establish and report on metrics and performance indicators related to the various HR functional areas; 

• Coordinate the completion of various reports involving data collection, validation, and analysis; 

• Represent HR on project teams and committees, including acting as a lead on HR related initiatives; 

• Maintain a robust casual pool of employees based on qualifications, skills, experience and suitability to ensure 
continuity of the highest quality educational programming and operational services for our students. 

 

QUALIFICATIONS AND SKILLS: 

• University degree in Human Resources and/or Business Administration or other relevant field;  

• Post graduate certificate, professional designation, or other qualification in Human Resources/Industrial or 
Labour Relations; 

• Five to seven years of experience in progressively responsible human resources roles, including prior 
supervisory experience, preferably in a unionized educational or public sector environment;  

• Experience in employee relations, negotiations and collective agreement and contract administration; 

• Sound working knowledge and understanding of human resources best practices and Ontario labour and 
employment-related legislation;  

• Well-developed time-management and organizational skills, and a results-oriented approach to producing high 
quality work in a timely manner to meet regular deadlines;  

• Superior communication, interpersonal, and conflict resolution skills; 

• Effective relationship building skills, leading to lasting, trusting relationships while maintaining confidentiality; 

• Outstanding research, analytical, critical thinking, and problem-solving skills;  

• Proven ability to exercise sound judgement; 

• Exceptional customer service and continuous improvement orientation; 

• Advanced knowledge and proficiency in utilizing HR management systems and the Microsoft Office Suite; 

• Sound budgetary and financial accountability skills; 

• Demonstrated understanding of and commitment to equity, diversity, and inclusion; 
• Well established values consistent with the Nipissing-Parry Sound Catholic District School Board’s Mission and 

Vision.  
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This position requires some travel within the Board’s district, therefore a valid driver’s license, insurance and access 
to a vehicle is required. This position also requires some flexibility in hours due to the inherent nature of the work 
and the demands during peak periods.  Should you have any questions about this position, please contact us at 
careers@npsc.ca. 
 

This position offers a competitive salary along with a comprehensive benefits package administered through a 
provincial benefits trust plan. 
 

If you possess the qualifications we are seeking, we invite you to forward a detailed resume, cover letter, a written 
professional reference, and the names of two other professional references by noon on March 29, 2021 to the: 

 
Office of the Superintendent of Business  

Nipissing-Parry Sound Catholic District School Board 
1000 High Street 

North Bay ON P1B 6S6 
Email: careers@npsc.ca  

 
For the protection of its students, the Board requires successful applicants to provide a satisfactory criminal 
record check (vulnerable sector check) as a condition of employment.  

 
In accordance with the Municipal Freedom of Information and Protection of Privacy Act, personal information is 
being collected under the authority of the Education Act and will be used for employee recruitment and selection 
purposes.  The Nipissing-Parry Sound Catholic District School Board is committed to diversity and inclusion.  
Please contact careers@npsc.ca should you require any accommodation during the recruitment process. 
 
The Board would like to thank all applicants for expressing an interest in this position, however, only those 
applicants selected for an interview will be contacted. 
 
 
 
 
Leo de Jourdan Anna Marie Bitonti 
Chair of the Board Director of Education 
 

 Nestled between beautiful Lake Nipissing and Trout Lake, the city of North Bay is only a 90-minute drive north of 
Muskoka. To learn more about our growing community, one that offers both urban and country living, visit 

www.cityofnorthbay.ca  
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