
                                       Posting Date: May 29, 2020 
    

 

 
Systems Coordinator (Summer Internship, Remote) 

Status: Full-Time Contract Position: 35 hours/week 
Contract Duration: 8 weeks (June 22, 2020 – August 14, 2020) 
Location: Toronto, Ontario (working remotely) 
 
 

Are you between the ages of 15 and 30 and looking for a great job experience? Seeking to 
make a difference in the not-for-profit world and in people’s lives? Do you want to work 
for an amazing cause at a successful national charity?  If so, we’d love to hear from you! 

 
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). 
 
Our vision is a world without cystic fibrosis. We help all people living with cystic fibrosis by raising funds 
to support world-class research without regard to the researcher’s locale. We support high quality 
individualized CF care in all areas of Canada and we promote public awareness of CF while advocating 
for access to drugs for all those who need them. CF Canada has invested more than $244 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. CF Canada dedicates its efforts in four key areas: Healthcare, 
Research, Advocacy, and the Canadian CF Registry. 
 
For additional information on Cystic Fibrosis Canada and our work to improve the lives of Canadians 
living with cystic fibrosis, and ultimately to find a cure for this devastating disease please visit 
www.cysticfibrosis.ca.  
 
 
Overview: 
 
CF Canada is excited to be participating in the 2020 Canada Summer Jobs program offering summer 
placements to students to obtain workforce experience. As the Systems Coordinator you will be 
supporting the Canadian CF Registry maintenance, development and enhancement. This Registry houses 
CF patient data from all the CF Clinics across Canada. The successful applicant will work with the Registry 
team to create and maintain user manuals and documentation, perform quality assurance activities, and 
build relationships with internal and external stakeholders. 
 
The individual in this role will be working from home for the duration of their contract. In this role, you 
will report directly to the Director, Registry, who works in our National Office in Toronto, Ontario.  
 
 
 

http://www.cysticfibrosis.ca/


Responsibilities: 

 Perform quality assurance activities for CF Registry and Patient Portal including but not limited 
to: User Acceptance Testing (UAT) of new functionality, enhancements and/or general 
maintenance activities related to the Registry;  

 Liaise with the developer of the CF Registry to track, log and maintain system issues using task 
tracking tool; 

 Update and maintain the Patient Portal Instruction Manual; 

 Update and maintain the CF Registry Instruction Manual; 

 Conduct data quality checks ; 

 Provide administrative support to Registry team; 

 Perform other such duties as may be assigned by the Directory, Registry. 
 

Qualifications & Skills: 

 Enrolled in, or just completed, a computer science, engineering, mathematics, statistics or 
related program at a college or university; 

 Relevant experience and knowledge of the software development lifecycle; 

 Excellent administrative, organization, and communication skills (written and oral); 

 Excellent computer skills, including proficiency in Microsoft Word, Excel and PowerPoint; 

 Effective time management skills and attention to detail; 

 Ability to multi-task, work independently, take initiative, and prioritize work; 

 Function as a member of a team and work cooperatively with other team members; 

 Interest in gaining experience in the not-for-profit charity sector; 

 Bilingualism (English and French) is an asset. 

 Must be between the ages of 15-30 (inclusive) and legally able to work in Canada, under the 
Canada Summer Jobs basic requirements; 

 Preferably your first job experience during or following your post-secondary education; 
 
 
How to Apply: 
 
Please submit your resume and cover letter to hr@cysticfibrosis.ca. Please indicate “Systems 
Coordinator” in the subject line.   
 
*Note: All job postings will be open a minimum 5 business days from the date of posting.  
 
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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