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Position Description
York ASD Partnership – Strategic Plan Implementation Project
Assistant Project Manager

Position Summary:

Contract position, 

Location: York Region
The Assistant Project Manager will assist the Project Manager by tracking the  implementation of the Strategic Plan developed by the York ASD Partnership entitled “Improving the System of Support for Children, Youth and Adults with ASD and Their Families in York Region”.
The York ASD Partnership’s goal is to improve the system of support for children, youth and adults with ASD and their families in York Region.

The strategic plan developed by The Partnership has three goals that are targeted at directly improving programs and services while the fourth goal builds a sustainable infrastructure so that the work can continue over the longer term in a collaborative way.  They are:
1. Coordinated Access

2. Knowledge and Awareness

3. Continuum of Service

4. Infrastructure

Each of the four goal areas has strategic actions that, when addressed, will ensure achievement of the goals. In total, ten broad strategies have been identified and 46 strategic actions detailed.
Qualifications:

This position requires a graduate degree or equivalent in a related field, plus at least five years of experience at a senior level in areas including project management, community development, planning, and/or evaluation within human services.

Required Knowledge, Skills and Attitudes:

1. Knowledge

· Knowledge of ASD and experience in supporting individuals with ASD.
· Familiarity with ASD services in York region.
· Familiarity with the Ministry of Child and Youth Services and the Ministry of Community and Social Services policy and legislation related to the area of children, youth and adults with ASD.
· Experience in working with government and knowledge of public policy processes

· Experience working with organizations, networks and collaborative processes.
2. Skills

· Demonstrated excellent group facilitation skills, including the ability to engage, enable and encourage group process

· Ability to support groups to develop and function independently

· Excellent communication skills, both verbal and written, including public speaking, delivery of presentations.
· Excellent time management skills and ability to work with a minimum of direction

· Sound judgment and analytic skills

· Good computer skills related to project management, planning, research and evaluation

3. Attitudes

· Appreciation and respect for the importance of history, context and constraints

· Commitment to consensus-building, collaborative approaches and partnerships

· Commitment to enabling groups and individuals to build partnerships through community development principles.
· Readiness to be flexible and creative in change context

Duties, Responsibilities, and Related Tasks:

The Assistant Project Manager contributes to the achievement of the goals in the strategic plan by facilitating the activities necessary to complete the action plans on behalf of the Project Manager.

The Assistant Project Manager will focus on the phase III of the implementation plan oversee Phase III of implementation:  Resourcing and organizing for longer-term action strategies

These implementation strategies are outlined in detail in the strategic plan.

The Assistant Project Manager will work collaboratively with the Project Manager to provide guidance to the following five working groups

· Mapping and Pathways Work Group

· Professional Development Work Group

· Assessment and Screening Work Group

· Physician Support Work Group

· Transition Planning Work Group
by drafting materials as required by the strategic plan, linking, networking and consulting with all groups as required, encouraging, motivating and engaging all stakeholders

· Coordinate and link working groups – looking at timing of activities and when they need to connect with each other

· Assist the Project Manager to draft, create and develop materials as required by the strategic plan including communication materials in various formats – print, web, presentations

· Link, network and consult with all groups as requested by the Project Manager 

· Encourage, motivate and engage all needed stakeholders and groups

· Assist the Project Manager with presentations on behalf of the York ASD Partnership as required.

· Synthesize information, identify issues for resolution and communicate regularly with the Project Manager in writing and in person.
Reporting Relationships:

The Assistant Project Manager has a dual reporting relationship , reporting to the Project Manager for performance and the York ASD Partnership Leadership with respect to overall project goals and objectives.    

Supervision and Performance Reviews:

The Assistant Project Manager will report regularly to the Project Manager for guidance and supervision. 
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