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Chippewa of the Thames First NaƟon is accepƟng applicaƟons for the posiƟon of: 

CASEWORKS COORDINATOR 
POSTING DATE: November 6, 2024 

CLOSING DATE: November 27th, 2024  

REPORTS TO: Child, Youth & Family Well-Being Services Director 

DEPARTMENT: Child, Youth & Family Well-Being Services 

 

SUMMARY:  
The Caseworks Coordinator on behalf of the Chippewas of the Thames First NaƟon (COTTFN) will be 
responsible for overseeing collecƟon and entering of informaƟon into CaseWORKS case management 
system for social services and health. The Caseworks Coordinator will ensure the best pracƟces are 
incorporated for maintaining and protecƟng accurate records within the CaseWORKS system. The 
Caseworks Coordinator will collaborate with the Child, Youth & Family Well-Being Services Director for 
ongoing data management updates and development of business intelligent reporƟng requirements. The 
Caseworks Coordinator will oversee processes of transferring informaƟon into the CaseWORKS database. 

 

DuƟes and ResponsibiliƟes: 

 To maintain, through appropriate communicaƟon and coordinaƟon, a collecƟve working 
relaƟonship with Chippewas of the Thames First NaƟon programs and services that support the 
needs of our children, youth, adults and elders living both on and off reserve; 

 Liaise with Coyote SoŌware CorporaƟon (VitalHub Company) for system updates, legislaƟve or 
Chippewas of the Thames First NaƟon requirements, advancement of system funcƟonality, and 
incorporaƟon of latest industry trends 

 Develop and implement processes and procedures for the transiƟon of relevant case 
management informaƟon into the CaseWORKS database 

 Development of policies and procedures of users of the CaseWORKS database for data collecƟon 
pracƟces and case management requirements 

 Develop and liaise with Coyote SoŌware CorporaƟon tools and pracƟces to ensure maintenance 
of accurate informaƟon within the CaseWORKS database 

 Collaborate with the Child, Youth & Family Well-Being Services, Director for direcƟon and 
support in managing informaƟon on behalf of Chippewas of the Thames First NaƟon 

 Develop business intelligent reports meeƟng the needs and expectaƟons of Chippewas of the 
Thames First NaƟon 
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 ParƟcipate in community events that support the health and well-being of our children, youth, 
Elders and families; 

 Work as part of a team in the delivery of prevenƟon programming that supports COTTFN youth 
strategy. 

 Is knowledgeable and has an understanding of local resources and community services, including 
Mental Health Teams, Social Services, Health, CMHA, Schools and voluntary services, and 
communicates effecƟvely with them in the best interests of the child and family; 

 Develop and follow approved annual workplan. 
 Keep all informaƟon strictly confidenƟal. 
 Any other duƟes as required. 

 

Special Skills 

 Data quality process development experience 
 Data quality process development experience 
 Proficient computer skills with MS Office SoŌware, networking, and other soŌware 
 Excellent analyƟcal and research skills 
 Excellent interpersonal and customer service skills 
 Excellent conflict resoluƟon and problem-solving skills 
 Excellent oral and wriƩen communicaƟon skills 
 Excellent organizaƟonal skills 
 Excellent Ɵme management skills 
 Excellent computer technical skills 
 Ability to aƩend to detail 
 Ability to communicate in user-friendly language 
 Ability to develop and configure complex informaƟon technology systems 
 Ability to manage mulƟple prioriƟes and work in a fast-paced environment 
 Ability to take iniƟaƟve and work independently 
 Ability to work within a team environment 
 Ability to meet deadlines and work flexible hours 
 Ability to adapt to manage change 
 Ability to work with confidenƟal and sensiƟve informaƟon 

Disclaimer – This list is meant to be representaƟve, not exhausƟve. Some incumbents may perform 
related duƟes as assigned by immediate supervisor or designate. Reasonable accommodaƟons may be 
made to enable individuals with disabiliƟes to perform job duƟes. 

QualificaƟons: 
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1. Diploma or degree in Computer Science, Database Management, or related disciplines. 

2. Equivalent combinaƟon of educaƟon and experience may be considered. 

3. Minimum of Three (3) years' experience in data quality, with a strong ability to analyze data; 

4. Experience uƟlizing CaseWORKS database preferred; 

5. Direct experience working in Child Welfare an asset; 

6. Must possess a valid “G” driver’s license and insured vehicle; 

7. Must possess a clear CPIC and Vulnerable Sector Check; 

8. Hiring of Indigenous person will be given preference. 

 

Hiring of Indigenous people will be given preference, please idenƟfy. 

 Interested applicants, please submit a cover leƩer, resume, three work related references, 
photocopies of educaƟon documents to:  

humanresources@coƪn.com  
or 

320 Chippewa Road, Muncey, ON N0L 1Y0 

              Please clearly mark "Case Worker" 

 

NOTE: We thank all candidates for applying; however only those selected for an interview will be 
contacted. AccommodaƟons are available on request for candidates taking part in all aspects of the 

selecƟon process. 

 


