JOB AD/JOB DESCRIPTION INFORMATION SYSTEM SUPPORT WORKER [image: ]
	

[bookmark: _Hlk152765539][bookmark: _Hlk150247636][bookmark: _Hlk130542262][bookmark: _Hlk191553242]Information System Support Worker OGD-25-016
Ogwadeni:deo
Permanent Full-Time

[bookmark: _Hlk145318350][bookmark: _Hlk145318523][bookmark: _Hlk127361626]Applications will be received by Six Nations of the Grand River and Grand River Employment & Training (GREAT) From September 9, 2025, until 4:00 PM September 23, 2025, for the Information System Support Worker OGD-25-016 with Ogwadeni:deo.  The Job Posting and Job Description are available for printing from the www.greatsn.com website.  Online applications accepted through  Get Involved – Ogwadeni:deo (ogwadenideotco.org)  or email careers@ogwadenideotco.org  

Applicants from Six Nations and other First Nations will be given preference to deliver programs and services in a First Nations community. 

Only qualified applicants eligible for interview will be contacted, thank you to all other applicants for your interest. 

JOB SUMMARY: 
The Information System Support worker is responsible for supporting systems and processes to monitor and assist staff data entry, collect and develop processes to analyze qualitative and quantitative information for the purposes of continuous service improvement and data integrity. The Information System Support worker will be responsible for tracking major reporting milestones, developing and conducting periodic audits and for completing Federal and Provincial reports. The Information System Support worker will create additional reports and information tracking systems as required by Ogwadeni:deo, and any other duties as assigned by the Director.
  

	Type
	[bookmark: _Hlk189554308]Permanent Full-Time 

	Closing Date 
	September 23, 2025

	Term:
	Full-Time

	Hours of Work 
	35 hours

	Wage
	TBD

	Number of Position:
	1



BASIC QUALIFICATIONS:
· Must have a Bachelor of Computer Science and a minimum of 3 years' experience in computer applications or
· Post-Secondary degree with relevant credentials related to analysis, statistic and/or research techniques and American Society Quality, Certified Manager of Quality & Organizational Excellence (ASQ CMQ/OE) certification with 5+ years of experience in the areas of quality assurance, continuous improvement and/or process engineering.
· Must have 3 years equivalent experience, monitoring and maintaining servers preferably in a social services environment.
· Must possess a valid Ontario class "G" driver's license.
· Must submit a favourable criminal reference check and vulnerable sector screening.
· Must be willing to work flexible hours.
· Will be ǫgwehǫ́:weh in preference to other applicants. 

SUBMISSION PROCEDURE: (Choose one method ONLY):

Method #1: OGWADENI:DEO IN PERSON DROP OFF – Applications must include all of the following:

1. Cover letter including your band name and number (if applicable). Please indicate in your letter how your education and experience qualifies you for this position.

2. Recent resume clearly identifying that you meet the Basic Qualifications of this position as stipulated above.

3. Photocopy of your education diploma/degree/certificate and transcript.
4. Place all documents listed above in a sealed envelope and mail  to or drop off at:

Information System Support Worker OGD-25-016
Ogwadeni:deo
Permanent Full-Time
 


Method #2:  EMAIL SUBMISSION 

1. Please ensure all required documents are provided/uploaded with your application package, which include:
0. Cover letter including your band name and number (if applicable). Please indicate in your letter how your education and experience qualifies you for this position.
0. Recent resume clearly identifying that you meet the Basic Qualifications of this position as stipulated above.
0. Copy of your education diploma/degree/certificate and transcript.
1. Please email application package to David Walpole, Human Resources Manager at careers@ogwadenideotco.org
1. Please ensure the job title and posting number is in the subject line.
1. If you have any questions or need assistance please reach out to David Walpole, Human Resources at 519-445-1834 ext. 4554 or via email at careers@ogwadenideotco.org.

[bookmark: _Hlk103067148]Method #3:  Online

1. Please visit: Get Involved – Ogwadeni:deo (ogwadenideotco.org) to access our job board and follow the directions to apply.
2. Please ensure all required documents are provided/uploaded with your application package, which includes:
3. Cover letter including your band name and number (if applicable). Please indicate in your letter how your education and experience qualify you for this position.
4. Recent resume clearly identifying that you meet the Basic Qualifications of this position as stipulated above.
5. Copy of your education diploma/degree/certificate and transcript.

If you have any questions or need assistance, please reach out to Ogwadeni:deo Human Resources at 519-445-1864 or via email at careers@ogwadenideotco.org






	Title of Immediate Supervisor:
	Quality Assurance IT Manager
	Team:
	Technology



[bookmark: _Toc422232253][bookmark: _Toc428429499][bookmark: _Toc428430058][bookmark: _Toc430003362][bookmark: _Toc396559244]Mission
We are dedicated to assume our responsibilities for taking care of children in partnership with the community:
· By strengthening families through healing at home and in the community,
· By practicing client centered approaches, 
· By honouring the family of origin, 
· By valuing, upholding and bringing forward Ogwehon:we/Haudenosaunee/Indigenous knowledge as foundational practices of family wellness, and
· By respecting the expertise within the community. 

We will demonstrate kindness and understanding to reinforce Ogwehon:we values in the practices of delivering, managing and administering our services. We strengthen the relationships of women and men in a gender balanced development of family systems. 
	Purpose of the Role  
	 

	The Information System Support worker is responsible for supporting systems and processes to monitor and assist staff data entry, collect and develop processes to analyze qualitative and quantitative information for the purposes of continuous service improvement and data integrity. The Information System Support worker will be responsible for tracking major reporting milestones, developing and conducting periodic audits and for completing Federal and Provincial reports. The Information System Support worker will create additional reports and information tracking systems as required by Ogwadeni:deo, and any other duties as assigned by the Director.


	Major Position Responsibilities  
	

	


RESPONSIBILITIES AND SUPPORT TO OGHWEHO:WEH FAMILIES, CHILDREN AND YOUTH  
· Assists the Director and Senior Management Team in ensuring service and financial information systems are developed and maintained for internal and external reporting that is secure and respects client confidentiality.
· Assist and develop data collection initiatives, advises to in-use information system processes, focusing support on front line service delivery, agency financials and data integrity.
· Develop and maintain reporting calendar to facilitate quarterly and annual reporting as required by the Director, the Community, Commission, Committees of the Commission and Ministry of Child and  Family Services.
· Develop process and conduct periodic audits.
· Interacts with staff and senior management to steward data reporting initiatives.

With the Community:
· Acts as a role model and represents and promotes the Ogwadeni:deo program in a courteous, cooperative and professional manner.

SELF-REFLECTING ON ACTIONS TAKEN
Errors in carrying out the responsibilities of the position could result in:
· Loss of credibility, trust and public confidence In the Ogwadeni:deo program
· Legal and/or financial liabilities
· Loss of protection designation and program funding 

TAKING RESPONSIBILITY

Works, as directed within the Child Welfare information systems and parameters set out in the recording and reporting parameters set out in such provincial legislation/regulations/policy guidelines as have been agreed to by the Ogwadenl:deo Community Commission

	Knowledge, Experience & Skills Required
	 

	Basic/Mandatory Requirements  
The successful applicant:  
· Must have a Bachelor of Computer Science and a minimum of 3 years' experience in computer applications or
· Post-Secondary degree with relevant credentials related to analysis, statistic and/or research techniques and American Society Quality, Certified Manager of Quality & Organizational Excellence (ASQ CMQ/OE) certification with 5+ years of experience in the areas of quality assurance, continuous improvement and/or process engineering.
· Must have 3 years equivalent experience, monitoring and maintaining servers preferably in a social services environment.
· Must possess a valid Ontario class "G" driver's license.
· Required to be principal driver of a vehicle for use on pre-designation business.
· Must submit a favourable criminal reference check and vulnerable sector screening.
· Must be willing to work flexible hours.
· Will be ǫgwehǫ́:weh in preference to other applicants.
Knowledge Requirements  
· Must have a working knowledge of Sql and familiarity with report generation tools Crystal Reports, IBM Cognos.
· Must be proficient with Microsoft Office applications and a advanced skill level with Excel.
· Must have a working knowledge of research methodologies and statistical analysis methods.
· Must demonstrate prior capacity to support multiple users’ including excellent time management skills.
· Must demonstrate effective interpersonal and oral and written communication skills.
· Understanding of child welfare service delivery or be willing to learn
Ability Requirements  
The successful applicant(s) must demonstrate ability to:  
· Work cooperatively with staff and management.
· Relate effectively to community members.
· Must have proven ability to work as a team member and to lead when required.
· Prepare research designs and execute the research.
· Prepare requests for proposals and to evaluate submissions,
Use relevant computer software (word processing, spread sheeting, and communication’s) In day-to-day operations

	Specific Working Conditions & Requirements
	

	· Positions in the field of Ogwadeni:deo, traditional Child protection can be both mentally and emotionally challenging. The nature of the positions my expose incumbents to high levels of stress when dealing with issues. The tension includes a level of stress that is usually moderate with high levels occurring on occasion. It is the expectation that the worker will conduct themselves within the Ogwadeni:deo Code of practice in exhibiting the values and qualities, Compassion and Kindness, respecting one another, working together, assisting one another, self reflection on actions taken, taking responsibility, encouragement, honest and moral conduct, being truthful and consistent and peaceful thoughts and actions.   



	
image1.jpeg
OGWADENL:DEO
Taking Care of Our Own




