
 

 
Outreach Program Coordinator 

 
Kids Cancer Care  
The Kids Cancer Care Foundation of Alberta is passionately dedicated to helping young 
people affected by cancer and their families survive and thrive in body, mind and 
spirit. With a vision of providing a cure for every child and care for every family, Kids 
Cancer Care strives to end childhood cancer, while easing the pain and suffering of the 
disease through three essential program areas: 1. Camp and Outreach; 2. Research and 
Hospital; and 3. Education Support and Scholarships.  
 
At Kids Cancer Care, we consider it an honour and privilege to do the work we do. We 
get to help deserving children and families and we get to see our community at its 
finest — volunteering, donating, hosting fundraisers and helping others. 
 
We love our work and we love the children and families we serve. We take our jobs 
seriously, but we don’t take ourselves too seriously. We pride ourselves on having a 
fun, vibrant and sometimes quirky team that works, laughs, cries, eats, plays and 
celebrates together.  
 
We value different perspectives and innovative thinking. We like to surround ourselves 
with creative, kind and passionate people and we encourage all qualified persons of any 
ability, gender, ethnic background or origin to apply.  
 
For more information on Kids Cancer Care and our work, please visit us at 
kidscancercare.ab.ca. 
 
Career Opportunity 
The Outreach Program Coordinator is a permanent, full-time position reporting to the 
Manager of Volunteer and Outreach Programs. The Outreach Program Coordinator 
develops the overall design and implementation of year-round programs for kids and 
families. The goal of the programs is to provide intentional, safe, fun, and educational 
programs for kids and families affected by pediatric cancer. The Outreach Program 
Coordinator will be directly responsible for the following kids and family programs: 
Snow Day, Family Brunch, Cool Yule – A Christmas Carol, Parents’ Quest for a Cure 
gala kid program, High Hopes Challenge kid program, Teen Nights and the Halloween 
Howler. This position also includes the development and implementation of the year-
round Teen Leadership Program, providing opportunities of growth, empowerment and 
mentorship. This position will also provide volunteer support during the summer 
months. 
 
 



 

Key Areas of Responsibilities  
 
Family Programs 

• Plan, develop and execute Family Snow Day in collaboration with WinSport at 
Canada Olympic park; coordinate lift tickets, CADS special needs group, food 
and lessons; 

• Plan, develop and execute family brunch in collaboration with Camp Kindle; 
coordinate special guests, decorations, theme, menu and program supplies; 

• Plan, develop and execute Cool Yule - A Christmas Carol in collaboration with 
Theatre Calgary; organize evening run of show, menu, Santa Claus, crafts, 
special guests (i.e. face painters) and coordinate Teen Leadership Program teens 
into volunteer positions; 

• Work evenings and weekends as required; 
• Collect and track program data/surveys for each program area and monitor 

program outcomes; and 
• Maintain confidential documentation of child and family contact notes. 

Kid Programs 
• Work closely with the development team to coordinate and execute the kid program 

for the annual Parents’ Quest for the Cure gala; 
Sit on the High Hopes Challenge committee, recruit kid coaches and coordinate the 
kids’ program at Camp Kindle in collaboration with the camp team; 

• In collaboration with the outreach team, plan and execute the annual Family Club 
program with a focus on teen programming; 

• Plan, develop and execute two teen nights a year: Calgary Flames game and Best 
Buy Video Game night; and 

• Plan, develop and execute the annual Halloween Howler event at the Gordon 
Townsend Gym at the Alberta Children’s Hospital and coordinate teen volunteers. 

 
Teen Leadership Program 
• Follow and execute the Teen Leadership Program year-round curriculum which 

includes: 
• Information night for teens and parents; 
• Application process – recruitment and selection; 
• Organize and facilitate the Teen Leadership portion of the Education 

Conference; 
• Plan and organize monthly leadership meetings; 
• Assist and oversee all group fundraising opportunities; 
• Coordinate all travel plans and project plans for the Teen Leadership 

Service Trip (every second year), and be the lead on the trip; 



 

• Work in collaboration with the Duke of Edinburgh Awards program to 
facilitate similar program goals and structure; 

• Work evenings and weekends as required; and 
• Effectively manage program budgets. 
 

Volunteer Development 
• In cooperation with the volunteer coordinator, assist in the orientation, supervision 

and management of program volunteers; 
• Assist with volunteer needs during the summer months, this can include: 

• One-to-one volunteer structure coordination, work directly with parents and 
volunteers and set up meet and greet; and 

• Volunteer swag bags, volunteer file management, recognition and other 
volunteer duties. 

 
General Duties 
• Plan and develop safe programs for children and families affected by childhood 

cancer; 
• Develop promotional materials and ensure that promotions are delivered to families 

and community stakeholders in a timely fashion; 
• Represent Kids Cancer Care when speaking to campers, families, donors, other 

stakeholders and the general public; 
• Coordinate and facilitate programs as outlined below; 
• Maintain monthly reporting standards and compile annual statistics; 
• Attend recreation, child development, program management and other related 

courses and seminars as part of ongoing professional development; and 
• Work directly with volunteers at specific teen and family programs providing support 

and guidance in executing the program. 
 
Qualifications 
• University degree, or post-secondary education with experience in the fields of 

recreation, education, kinesiology – with a major in adapted physical activity, child 
development studies or related social field; 

• Experience in program planning with varying group size and with children, teens, 
staff and volunteers; 

• Strong time management and organizational skills, self-motivated and result driven; 
• Ability to work flexible hours, with frequent evening and weekend work; 
• A demonstrated ability with computers and relevant software (Office, MailChimp, 

Canva). Database proficiency with EZ Camp is an asset; 
• Ensure policies and guidelines of KCC are adhered to across all programs; 
• Work well under pressure and can manage multiple priorities and deadlines while 

maintaining attention to detail; 



 

• Ability to work in both a team environment and individually; 
• Good oral and written communication skills including an excellent telephone manner 

is required; 
• Must provide a current Level II Criminal Records Check which includes vulnerable 

sector; 
• Valid driver’s license and reliable car; and 
• Certificate in CPR level C and First Aid. 

 
This is an ideal opportunity for an enthusiastic and motivated individual who wants to 
be a part of a dynamic team, committed to making a difference for children with cancer 
and their families. Compensation and benefits are competitive and is in accordance 
with experience. 
 
Applying for this opportunity 
Kids Cancer Care is committed to diversity and encourages all qualified persons of any 
ability, gender, ethnic background or origin to apply for our positions. The closing date 
for applications is Sunday, October 21st, 2019 at 12:00am (MST) or until the appropriate 
candidate is selected.  
 
Please send a cover letter and resume with Outreach Program Coordinator in the 
email subject line to: 
 

Tracey Stahn 
Manager of Volunteers and Outreach Programs 
stahn@kidscancercare.ab.ca   

 
Kids Cancer Care Foundation of Alberta 
5757 4th Street SE. 
Calgary, AB. T2H 1K8 

 
Note: We prefer to receive applications by email. We are grateful to everyone who 
applies, but only candidates selected for an interview will be notified. 

  
 


