
 

Education 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, fundraising, 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. We believe in the power of diversity and are dedicated to creating a diverse, equitable and inclusive 
environment. We ensure equal opportunity for all applicants and encourage people of all visible minorities to 
apply. 
 
For more information on Kids Cancer Care and our work, please visit us at kidscancercare.ab.ca. 
 
Career Opportunity 
The Education Program Coordinator (EPC) is a passionate educator who will oversee the coordination and 
smooth operation of the Tutoring Program, the Derek Wandzura Memorial Scholarship program, and our Family 
Education support program. The EPC collaboratively ensures the development, implementation, and evaluation 
of these programs to ensure that children and their families disadvantaged by cancer can achieve their academic 
goals, from preschool through to post-secondary studies. This person is tech savvy, resourceful, passionate and 
brings energy to their role. This position works collaboratively with the ES team and the entire Outreach Team to 
support families and volunteers through various education program channels. 
 

The Position 

The Education Program Coordinator is a 1 FTE (37.5 hours per week) position located in the Calgary office and 

reports to the Director of Nursing & Outreach. Competitive salary and benefits commensurate with the 

charitable sector.  

 

http://www.kidscancercare.ab.ca/


Responsibilities: The position requires the Education Program Coordinator to be both task and project-driven, 

requiring the ability to manage multiple responsibilities, take initiative, problem solve, be a good listener, 

provide assistance, especially in relation to the specific tasks outlined below:  

General Duties: 

• Complete accurate records, reports, and statistics for each program area 

• Collect and track program data for each program area and monitor program outcomes 

• Maintain confidential documentation of child and family records and contact notes 

• Effectively perform budget management tasks 

• Be aware of the needs of young people affected by childhood cancer and their families, especially 

related to short and long-term effects, impacts on learning and education, and impacts on family well-

being     

• Ensure policies and guidelines of KCC are adhered to across all Education Support programs 

• Work flexible hours, with some evening and weekend work  

 
Tutoring Program   

• Work as a team with the Education Support Specialists (.4 FTE and .6 FTE), maintaining the program’s 

cohesion by coordinating tutor management, program development, processes, and budgets; this is a 

highly administrative role requiring attention to detail and the ability to manage many moving pieces;  

• Responsible for tasks related to the tutoring program, including the intake and matching process of 

participants, and online collection of information; 

• Co-prepare ongoing communication to families and volunteers (i.e., newsletters); 

• Record, disseminate, and collect tutoring program surveys, and compiling and reporting tutoring 

program stats for quarterly reports; 

• Oversee the volunteer intake process, including interviews, screening, and recording hours; 

• Assist with training, matching and recognizing volunteer tutors and coaches; 

• Administration regarding family intake and tutor/coach and learner match meetings; 

• Set-up and take notes at monthly collaboration calls with tutors across Alberta; 

• Consider the well-being of all participants (offer compassionate response, adhere to Kids Cancer Care 
policies, implement risk management processes, etc.). 

 
Family Education and Support 

• Manage KCC’s family education resource bank; connect parents and teens to educational and 

community resources; 

• Plan and implement several workshops or online webinars each year with pertinent information on new 

research, mental health, wellness and pediatric cancer support. 

 
Scholarship Program  

• Promote the Derek Wandzura Memorial Scholarship to ensure all qualified childhood cancer survivors 
have an opportunity to apply; 

• Connect and oversee training committee members to evaluate scholarships through Calgary 
Foundation; 

• Oversee the payment of scholarships with the finance department and post-secondary institutions; 



• Support the coordination of the scholarship ceremony within Kids Cancer Care’s annual general 
meeting, focusing on scholarship recipients. 

 
Committee Organizational Duties 

• Coordinate two committees (Education Support Advisory Committee and Scholarship Committee); 

• Set up, organize and co-facilitate meetings, keep records; 

• Provide ongoing stewardship to current members and coordinate committee member recruitment as 
necessary. 

 
Education 

• Bachelor’s degree in education, psychology, child studies, or related field. 
• Teaching experience an asset. 

 
Qualifications  

• Strong organizational and administrative skills, particularly in an educational setting; 
• High degree of proficiency in technology: online teaching platforms, MS 365 suite, and comfortable 

learning other applications (Better Impact, Mailchimp, Canva, Zoom, Excel); 
• Highly detail-oriented, skilled multi-tasker with very good problem-solving skills; 
• Excellent oral and written communication skills; adept at building professional relationships;   
• Mature and well-organized individual;  
• Demonstratable ability in writing reports and collecting statistics; 
• Experience in managing budgets;    
• Certificate or training in trauma-informed care is an asset; 
• Must provide a current Level II Criminal Records Check, which includes vulnerable sector;  
• Valid driver’s license and reliable personal vehicle that can be used for work, when KCC vehicle is 

unavailable. (Reimbursement for mileage provided.) 

• Proof of full Covid-19 vaccination 
 

Industry Knowledge 

• Willingness to learn needs of young people affected by childhood cancer and their families, 
haematological or immune disorders, especially related to short-and long-term treatment effects, 
impacts on learning and education, and impacts on family wellbeing; 

• Experience working with and supporting parents in stressful circumstances an asset;  
• Experience working with children with specialized health or learning needs an asset. 

 

Closing Date 

Application deadline is December 8, 2021, or until the appropriate candidate is selected. 

 

Applications 

Please send a cover letter and resume with Education Program Coordinator in the email subject line to: 

hr@kidscancercare.ab.ca      

 

Kids Cancer Care Foundation of Alberta 

5757 4th Street SE 

Calgary, Alberta 

T2H 1K8 

mailto:hr@kidscancercare.ab.ca


 

 

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. 

 

 


