
 

 

Statement on the Co-operative Identity and Seven Principles 

Career Opportunity 
Title Training Co-ordinator 

Department/Division Training/Human Resources 

Location Home Office - 1645 Inkster Blvd, Winnipeg 

Other Permanent, full time 

  

 

Benefits of working at Arctic Co-ops include: 

 a competitive salary,  

 annual vacation (accrue 3 weeks of paid vacation time in first year),  

 employer-matched pension plan,  

 comprehensive group benefits plan,  

 career development opportunities,  

 annual performance plans,  

 and an environment where employees are encouraged, supported and 
recognized. 

 

Position Summary 

Reporting to the Manager, Training Department, and as a member of the Human Resources team, the 
Training Co-ordinator is responsible for the needs assessment, development, implementation, delivery 
and evaluation of training initiatives throughout the Arctic Co-op System.  The Training Co-ordinator will 
be instrumental coordinating the organization’s Strategy for Training Arctic Technicians (STAT) by 
establishing partnerships with training institutions and government and non-government organizations 
to develop and deliver comprehensive training programs to Co-op employees of Aboriginal descent 
across the Arctic.   

 

Duties and Responsibilities 

 Oversee the administration of federally, provincially, territorially and Co-op funded training 
programs to be delivered within the Co-op System  

 Ensure training content, timelines and expenses are and compliance with funding terms and budget 
requirements 

 Communicate with Co-ops to promote details of the STAT initiative and develop a schedule for the 
Co-ops’ participation in training initiatives 

 Develop partnerships with technical colleges, vocational schools, and trades trainers in Manitoba, 
Nunavut and Northwest Territories to establish training programs. This includes confirming training 
plans and content, identifying and recruiting trainees and monitoring and documenting progress 

http://www.arcticco-op.com/about_co-ops-statement.htm


 Compile training plans for Co-op General Manager and Management trainees and assist General 
Managers to identify and recruit trainees 

 Provide one-on-one support to trainees attending training both in Winnipeg and throughout the 
Arctic 

 Support General Managers with the implementation of on-the-job training initiatives and 
presentation to Co-op Boards of Directors for promotion of trainees to managerial positions 

 Prepare submissions for wage subsidy applications, monitor training progress, submit financial 
claims on a regular basis and credit funding to Co-ops when received 

 Collect and review trainee evaluations prepared by General Managers, and put forth 
recommendations for changes to training plans 

 Deliver workshops to Co-op employees, Boards of Directors, community members 

 Develop training schedules for required certifications in the various business units, such as WHMIS, 
TDG, Safe Food Handling and First Aid/CPR 

 Work closely with Co-op Management to gain a thorough understanding of their training needs and 
be able to recommend training programs for their employees 

 Ensure training plans are completed, evaluations are collected and recorded and maintain an 
accurate filing system 

 Other duties and responsibilities as assigned 

  

Qualifications 

 Minimum three (3) years experience in a training environment, preferably working with Aboriginal 
people 

 Diploma in Training and Development is preferred  

 Human Resources and/or Adult Education certificates would be considered an asset 

 Ability to travel throughout the year for periods of 7-10 days at a time 

 Available to work split shifts, evenings and weekends 

 Proven ability to develop and effectively deliver training programs to various groups 

 Strong budgeting and financial management skills 

 Excellent communication skills, both verbal and written 

 Excellent analytical and problem solving skills 

 Strong time management, organizational and administrative skills with an eye for detail 

 Self-motivated individual who is able work well independently and within a team environment 

 Proficient with Microsoft Office 2007 applications 

 Proven ability to work in a cross-cultural setting 

 Possesses a valid driver’s licence and access to a vehicle 

 Proven commitment to personal growth and development 

 Preference will be given to an Aboriginal candidate 

 

We'd love for you to join us! 

Applications accepted via email to Human Resources or by fax 204-632-8575 

For more information you can visit our website and follow us on LinkedIn 

mailto:humanresources@arctic.coop
http://www.arcticco-op.com/
https://www.linkedin.com/company/arctic-co-operatives-ltd-

