
JOB DESCRIPTION 
 

Note: This job description is intended as a guide to reflect the principal functions of the job. However, it is not an all-inclusive listing of the required 
job functions. Further, the job description is subject to change at the discretion of management. 
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Position Title:  Settlement & Employment Assistant  
 

Locations: 
 

 

 3038 Hurontario St., Mississauga 
 

 60 Gillingham Dr., Suite 500, Brampton 
 

 180 Sandalwood Parkway, Suite 300, Brampton 
 

 

Position Overview: Under the general guidance of the Settlement & Employment Counsellor, the incumbent will assist in 
the provision of settlement services to newcomers, addressing in their settlement and employment needs, through 
workshops and one-on-one employment/settlement counselling and support.    
 
 

Responsibilities and Duties: (but not limited to) 
 

Under the direction and guidance of the Settlement Counsellor assist in: 
 Assessing the needs of newcomer clients and refer them to appropriate services. 
 Guiding newcomers with the settlement process in areas, such as health care, housing, education, legal and social 

services. 
 Researching appropriate referrals and access to services for newcomers within the community. 
 Organizing, planning and implementing group sessions/workshops designed to address common issues faced by 

newcomers. 
 Translating documents and providing interpretation services. 
 Completing government documents and other forms. 
 Provide relief reception duties - answering telephones, welcoming clients, taking accurate messages etc. 
 Interact with the program participants in a professional and polite manner. 
 Assist with the annual inventory process and the annual client satisfaction survey.  
 Complete all tasks and responsibilities within assigned timelines. 
 Become familiar with the agency’s programs, services, practices and staff. 
 Adhere to the vision, mission, and guiding values of the organization. 
 Maintain confidentiality of clients, staff and peers.  
 Represent Indus in a professional manner at all times. 
 Arrive on time and be committed to the agency and the agreed upon contract dates and times. 
 Assist with all other duties as assigned.        

 
 

Qualifications and Skills: 
 

 Must be currently enrolled in a post-secondary institution or within six months of graduation; Proof of student enrolment 
will be required. 
 Must be between the ages of 18 and 24, upon commencement of employment or up to 29 years of age for persons with a 

disability.  
 Preference will be given to applicants currently pursuing post-secondary education in Social Services Worker, Social 

Work or Human Services related programs. 
 A good understanding of issues and challenges affecting newcomers, the immigrant and refugee communities.  
 Knowledge of community resources and services along with strong research and problem solving skills. 
 Clear and accurate verbal and written English communication skills and one or more second language (Hindi, Punjabi, 

Gujarati, Urdu, Arabic preferred) 
 Convey a friendly and professional attitude with visitors in person or by telephone 
 Self-motivated, detail-oriented, proficient at meeting deadlines and comfortable working on multiple projects 

simultaneously. 
 Strong communication, excellent administrative, customer service, interpersonal and organizational skills while 

maintaining confidentiality. 
 Must have advanced good computer skills (MS Office). 
 Must demonstrate flexibility and adaptability. 
 Able to work as a team with site staff, and sensitive to cultural, linguistic and religious diversity. 
 Must commit to full contract duration – dates and time.  
 Must be eligible to work in Canada, have a Social Insurance Number and be a resident of Ontario for the duration of the  

employment.   
 

 

Approved By: Gurpreet S. Malhotra, CEO 
 

Date Approved: January 15, 2020     
 


