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Coordinator, Human Resources  
Status:  Full Time, Continuing 
Location: Toronto, ON 
Posting Date: June 26, 2019 
 
 
 

ABOUT US: 
 
Cystic Fibrosis Canada (CF Canada) is a national charitable not-for-profit corporation established in 
1960, and is one of the world’s top three charitable organizations committed to finding a cure for 
cystic fibrosis (CF). As an internationally recognized leader in funding innovation and clinical care, 
we invest more in life-saving CF research and care than any other non-governmental agency in 
Canada.  
 
Since establishment, Cystic Fibrosis Canada has invested more than $253 million in leading research, 
innovation and care. As a result, Canadians with cystic fibrosis have one of the highest median 
survival rates in the world.  
 
We rely on the generous support of our volunteers, donors, and partners in our shared mission to 
improve the lives of Canadians living with cystic fibrosis, and ultimately to find a cure for this 
devastating disease. 

 

CYSTIC FIBROSIS: 
 

Cystic fibrosis (CF) is the most common fatal genetic disease affecting Canadian children and young 
adults. There is no cure. 
 
Cystic fibrosis causes various effects on the body, but mainly affects the digestive system and lungs. 
The degree of cystic fibrosis involvement differs from person to person. However, the persistence 
and ongoing infection in the lungs, with destruction of lungs and loss of lung function, eventually 
causes death in the majority of people who have cystic fibrosis. 
 
Typical complications caused by cystic fibrosis are difficulty in digesting fats and proteins; vitamin 
deficiencies due to loss of pancreatic enzymes; and progressive loss of lung function.  
 
It is estimated that one in every 3,600 children born in Canada has cystic fibrosis. More than 4,300 
Canadian children, adolescents, and adults with cystic fibrosis attend specialized CF clinics. With 
newborn screening available in most provinces across Canada, the 2017 median age of survival is 
now 52.3 however those who passed away in 2014 were of a median age of 33.6 years of age. 

 

THE OPPORTUNITY AND THE ROLE: 
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The Coordinator, Human Resources will provide support to sustain and advance Cystic Fibrosis 
Canada’s talent development programs to create memorable workplace experiences. These 
programs will include employee recruitment, onboarding, development, engagement, performance 
management and retention.  The incumbent will also help manage attendance, benefits and payroll.  
 

 

EXPERIENCE AND QUALIFICATIONS: 
 2-3 years Human Resources generalist experience with a focus on recruitment, onboarding, 

employee engagement and recognition; 
 Completion of a university degree with the emphasis on Human Resources; 
 Previous experience working for a non-profit organization an asset;  
 Previous experience with processing payroll and using time management software; 
 Demonstrates critical thinking and sound judgement with the ability to deal with difficult 

situations, diplomatic; 
 Exercises discretion and confidentiality and complies with organization’s privacy policy; 
 Proven ability to establish and maintain strong working relationships with a variety of 

stakeholders; 
 Strong Computer skills (Word, Outlook, Excel, PowerPoint) and strong expertise in making 

use of computer applications; 
 Knowledge of  organizational chart software Visio an asset; 
 Strong communicator with excellent written abilities; 
 Excellent time management, organizational, attention to detail, and presentation skills; 
 Sound understanding and knowledge of best practices and tools in human resources; 
 Knowledge of employment legislation in the relevant jurisdictions across the country;  
 Demonstrated ability to be a team player; 
 Works well in fast-paced environment; 
 A genuine people person who easily earns respect and trust; and 
 Fluent in both English and French languages is an asset.  

 

RESPONSIBILITIES: 

 Help deliver an optimal job experience for Cystic Fibrosis Canada’s 77 employees  
 Assist in the implementation of a proactive HR strategy that supports teamwork, continuous 

improvement among staff and is aligned with strategic outcomes; 
 Manage full cycle recruitment in the following areas: 

o Through consultation with hiring manager, determine the ideal candidate profile 
o Prepare job postings and post ads on internal and external job boards; 
o Sort and screen applicants and send to hiring manager for review; 
o Conduct telephone interviews, schedule qualified applicants and coordinate interview 

logistics as required; 
o Debrief on top candidates; 
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o Prepare interview information packages and participate in face-to-face interviews as 
required; 

o Conduct behavioural interviews with candidates; 
o Conduct reference checks as required; 
o Assist in the preparation of offer letters and new employee announcements; 
o Assist with the maintenance of an up-to-date and effective recruitment process by 

reviewing current practices and recommending improvements as required; 
 Develop, execute and maintain an effective onboarding process for all new employees; 
 Assist in the maintenance of a nationwide employee engagement  and recognition program; 
 Support and act as a system back-up support for payroll and benefits administration; 
 Maintain time management system (adding and removing employees, changing passwords, 

correcting errors in the system, changing security groups, adding schedules, accruals, etc.) 
 Provide training to new employees and troubleshoot questions on time management system; 
 Maintain and update organizational chart and employee lists; 
 Develop and maintain standard operating procedure and supports policy development; 
 Produce regular and ad hoc reports as needed; 
 Assist with ensuring compliance with legislation (AODA, OHS, etc.) as it pertains to the HR 

functions; 
 Provide support to the annual performance management and compensation review process 

including the tracking of Performance Management and Learning Plans/Goal Setting; 
 Assist with terminations and exit interviews as requested; 
 Maintain filing and ensure up to date HR employee files for audit purposes; and  
 Provide support to the Senior Manager, Human Resources on other matters as needed. 

 
HOW TO APPLY: 
 
Please submit your resume and cover letter to hr@cysticfibrosis.ca. Please indicate “Coordinator, 
Human Resources” in your subject line, and include your salary expectations.  
 
Note: Jobs are posted for a minimum of five (5) business days.  
 
While, we wish to acknowledge all applicants, only those selected for an interview will be contacted.   
 
Cystic Fibrosis Canada is committed to making the recruitment process accessible to all candidates. 
Accommodations for disabilities are available upon request. 
 
For additional information on our values (Excellence, Accountability, Caring & Teamwork), Cystic 
Fibrosis Canada and the courageous fight being waged against this disease, please visit 
www.cysticfibrosis.ca. 
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