
CAREER OPPORTUNITY 

PROGRAM SUPERVISOR  

MINDFUL HEARTS PROGRAM 

 

 

VISION 

To support individuals with developmental disabilities to meet their potential and have full lives in an 

inclusive, supportive community. 

 
The Program Supervisor reports directly to the Chief Executive Officer and is is a first-line instructor, 
responsible for developing and delivering interactive, safe and engaging high-quality training modules 
specific to the Mindful Hearts program.  This positon will be required to develop, deliver and evaluate 
content and curriculum in accordance with supporting the Association’s mission.   
 

 
RESPONSIBILITIES: 
 

PROGRAM SUPERVISOR: 

 Maintain ongoing knowledge of WSA program/services. 

 Understand and adhere to the Winnifred Stewart Association and Foundation Policies, 
Processes, Mission, Vision, and Values. 

 Support development and enhancement of the Mindful Hearts Program.  

 Manage the administration of the Program. 

 Participate in the development and delivery of training to internal staff, external caregivers and 
support resources. 

 Promotion of the Program within the community and to stakeholders. 

 Develop measurable Program growth strategies in accordance with the budget. 

 Oversee program staff and volunteers as program grows. 

 Research, prepare and submit Grant proposals for funding initiatives. 

 Meet with donors, prospective donors and philanthropists, constantly targeting new avenues of 
program funding. 

 Supervise project team members as needed; provide peer-coaching and mentoring.  
 

PROGRAM DELIVERY: 

 Formalize program curriculum and standardize processes for evaluation of outcomes. 

 Make modifications to improve overall quality of learning offerings based on evaluation data.  

 Provide program leadership and client management for the design and development of learning 
offerings; serve as the liaison and collaborate with stakeholders to plan and scope projects, and 
communicate and negotiate timelines to ensure expectations and commitments are met; monitor 
program performance and report on progress and outcomes.  

 Collaborate with leadership team and subject matter experts to design and develop learning 
offerings (including but not limited to instructor-led, web-based learning, and blended instruction) 



and materials (including but not limited to job aides, workbooks, activities, manuals, reference 
tools, and other training resources).  

 Identify gaps and opportunities within the design and development process to maximize 
effectiveness and efficiency. 

 Work with internal and external stakeholders to provide consulting services and facilitate the 
design, development, and implementation of learning and development solutions.  

 Ongoing marketing of the program to stakeholders, including but not limited to vendors, 
volunteers, participants, caregivers, etc. 

 Collaborate with CEO on measurable program development goals. 

 Frequent travel will be required to present workshops/training programs, meet with donors, attend 
conferences and manage program implementation in local and regional forums. 

 Perform other related duties as required and assigned. 
 
EDUCATION/QUALIFICATIONS: 

 

 Post-secondary Certificate from a recognized College/University in a related field 
(Education/Occupational Therapy) 

 Certificate in Adult Education (CACE designation) preferred 

 3 – 5 years’ experience in Program Development in a Non Profit environment 

 Minimum 3 years working with adults with developmental disabilities is required 

 Minimum 3 years working with adults with Dementia 

 2+ years’ experience in supervisory capacity 

 Experience in the design, development, and delivery of professional and leadership development 
programs for classroom style training  

 A combination of education and experience may be considered 

 Make modifications to improve overall quality of learning offerings based on evaluation data  

 Proven experience in the design, development, delivery and evaluation of program curriculum  

 Statistical reporting experience 

 Valid Class 5 Driver’s License 

 Advanced working knowledge of MS Office; Word, Excel, Outlook, Google Drive and internet 
 
 

POSITION REQUIREMENTS: 
 

 Full-time position based on 37.5 hrs/week  
 Frequent travel within the province 
 Valid Class 5 Driver’s License 
 Vulnerable Sector Security Clearance  
 Ability to work some evenings and weekends 

 
Winnifred Stewart Association offers a comprehensive salary and benefit package.  
  
Please submit cover letter and resume no later than close of business May 15, 2019 to:  
 

careers@wsaf.ca 
 

or 
 

The Winnifred Stewart Association 11130-131 Street Edmonton Alberta T5M 1C1,  
Attn: Director of People & Culture 

 
We thank all applicants for their interest.  Only individuals selected for an interview will be 

contacted. 

mailto:careers@wsaf.ca

