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EMPLOYMENT PACKAGE: 
 
The following employment package contains information to apply for the position of Inclusive Community Project 
Assistant. 
 
The package contains (for your information): 

 
1. Job Description “Inclusive Community Project Assistant” 

 
2. Employment Application Screening Tool 

 
3. Scenario Questions 

 
 
 
Requirements for submission: 
 

1. Applicant’s Résumé & Cover Letter 
 
2. Completion of Application Screening Tool 

 
3. Completion of Scenario Questions (2) 

 
 
Note: Applications will be accepted in French or in English. Les candidatures seront acceptées en français ou en anglais. 
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POSITION SUMMARY: 
The bilingual Inclusive Community Project Research Assistant will work with the Project Researcher and other staff to identify 
peer support needs for mental health among NISA members, the public, and community groups. The successful candidate will 
work within NISA, the community and the mental health arena, assisting with the preparation and dissemination of surveys to 
two designated population groups (seniors and Francophones). The Research Assistant will also work on data collection and 
reporting, with the aim of informing NISA’s current programming and peer support training curriculum.
 
This summer employment opportunity is available as part of the Government of Ontario’s 2017 Summer Experience Program. This 
position is open to students currently enrolled in secondary or post-secondary institutions or within six months of graduation, who 
have reached the minimum age of 15 years and not yet reached the age of 25 years on the first day of employment. (Note: Persons 
with a disability as defined in section 10 of the Ontario Human Rights Code RSO1990, c H.19 may be up to 29 years of age.).  
 
 
DUTIES AND RESPONSIBILITIES: 
 
Working with NISA project staff to develop and disseminate needs surveys: 

 Attend meetings as needed, offering input and feedback on survey development. 
 Assist in the writing and preparation of the surveys. 
 Communicate effectively with project staff and community partners. 
 Schedule and organize opportunities to disseminate survey at NISA and in the community. 

Provide administrative support to the project: 
 Act as project liaison as needed. 
 Assist in communicating survey opportunities, in person, electronically or online. 
 Printing, copying, and preparation of materials. 
 Collect, input and organize data. 
 Assist Project Researcher with presentation of results. 

Avail self of opportunities for learning and development:  
 Actively engage in self-directed learning. 
 Participate in regular meetings with project-related staff. 
 Participate in training and the performance review process.  

Work within the Policies and Procedures of NISA/Northern Initiative for Social Action and NISA’s Core Values of Peer 
Support. 

 

ESSENTIAL RESPONSIBILITIES AND DUTIES:   
 Carry out all duties of the Research Assistant in a moral and ethical manner 
 Be present at the scheduled time of the day ready for the performance of duties 
 Be ready emotionally and physically to perform duties 

 
QUALIFICATIONS 
 Lived experience within the mental health system will be considered an asset. 
 Bilingual in French and English 
 Familiarity with the goals and objectives of NISA. 
 Good knowledge of community resources is an asset. 
 Knowledge and experience relevant to research and community engagement.  
 Computer experience, including an ability to use Word, Excel, and email/internet technologies is required. 
 Written and verbal proficiency in English and French is required. 
 

Research Assistant - Inclusive Community Project   
(1-Month Contract, Student Opportunity,  Bilingual Position) 
 
REPORTS TO:  Executive Director 
HOURS AND RENUMERATION :  One month contract, 7.25 h/day 
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This position is open to students currently enrolled in secondary, or post-secondary institutions or within six 
months of graduation, who have reached the minimum age of 15 years and not yet reached the age of 25 
years on the first day of employment. (Note: Persons with a disability as defined in section 10 of the Ontario 
Human Rights Code RSO1990, c H.19 may be up oto29 years of age.) 
 
The statements contained in this job description reflect general details as necessary to describe the principal functions of 
duties, the level of knowledge and skill typically required and the scope of responsibility. It should not be considered an all-
inclusive listing of work requirements. Individuals may perform other duties as assigned, including work in other functional 
areas.  
 
NISA is an organization run by and for consumers of mental health services. We develop occupational skills, nurture self-
confidence and provide resources for recovery, by creating opportunities for participants to contribute to their own well-being 
and that of their community. NISA is strongly committed to employment equity within its organization. We welcome 
applications from all qualified candidates, including women, Aboriginal people, visible minorities, persons with disabilities and 
members of sexual minority groups. Members of these designated groups are encouraged to self-identify. Accommodations are 
available on request for candidates taking part in all aspects of the selection process.

 
 
 

This summer employment opportunity is available as part of the Government of Ontario’s  
2017 Summer Experience Program.

 
Please submit applications to hr@nisa.on.ca or in person to Dinah Laprairie. 

Please email info@nisa.on.ca or call 705-222-647 if you require assistance or accommodations  
to fill out the application package.  

mailto:hr@nisa.on.ca
mailto:info@nisa.on.ca
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JOB APPLICATION SCREENING 
 

Please fill out the following form and attach to your resume. 
 

Name: ______________________________ Date: ______________________ 
 

JOB COMPETENCIES Yes or No 
Educational Preparation: 
Are you currently enrolled or recently enrolled in studies relating to social sciences or 
communication?  

 

Have you received formal training in research methods at an educational institution or other 
training source? 

 

Have you completed a WRAP (Wellness Recovery Action Plan)?  
Language Capacities:  
Are you bilingual (English and French)?  
Do you speak another language along with English or French? 
If so, indicate which language.  

 

Do you feel you have excellent written and oral English skills?  
Do you feel you have excellent written and oral French skills?  
Experience and Knowledge (Paid Only):  
Do you identify as a consumer and/or someone with lived experience of mental illness? 
Do you have work or volunteer experience in a not-for-profit organization?   
Do you have experience working with the public?  
Do you have experience in community research?  
Do you have experience in facilitating groups?  
Do you have experience in working with community organizations?  
Do you have experience in summarizing data?  
Are you knowledgeable of pertinent legislation affecting privacy? (e.g. PIPEDA)   
Do you have experience in office administration (phones, filing, data entry, correspondence, etc.)?  
Have you demonstrated the ability to work effectively with a wide variety of professionals?  
Expectations  
Are you able to work independently?  
Are you interested in working as part of a team?  
Do you have a strong belief in diversity and inclusion?   
Do you have a non-judgmental attitude towards individuals with different or limited abilities?  
Have you demonstrated the ability to establish and maintain good working relationships with 
members, colleagues, and the community at large? 

 

Note: Misrepresentation shall disqualify you from employment or be considered just cause for dismissal.  
 
 
____________________________    ____________________________  
Signature      Date 
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SCENARIO QUESTIONS: 
 
Position: Inclusive Community Project Assistant 
 
Background: 
 
Northern Initiative for Social Action, or NISA, is a peer-driven mental health organization that offers support, 
programming and opportunities to people with lived experience of mental illness. The programming falls 
under four categories: peer support, wellness and recovery, creative expression, occupational/vocational, and 
research. In this position, the Inclusive Community Project Assistant will be approaching NISA members, 
members of the public and community groups to assess their mental health peer support needs, with the aim 
of informing NISA’s programming decisions and peer support training curriculum. 

 
 
Please answer the following questions (please answer on separate page; max. 250 words for each): 

1. Some population groups are more reluctant than others to disclose their mental health status due to 
the stigma around mental illnesses. What do you think are the effects of stigma to a person in this 
group? How might it affect your approach when you present a survey to them? 

2. You realize there is an error in the data you entered yesterday. How do you approach this problem? 

 


