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Description automatically generated]Job Description	Accessibility and Inclusion Coordinator

The Accessibility and Inclusion Coordinator will play a key role in being the Municipality’s staff resource in areas of accessibility and inclusion, working towards a goal of being a more accessible community for all including being responsible for reviewing and understanding corresponding federal and provincial accessibility and inclusion acts.  This role leads the development, implementation and monitoring of accessibility policies, programs and initiatives to ensure compliance with applicable laws and standards.  

The Accessibility and Inclusion Coordinator will provide guidance on accommodations, built environment standards, and diversity, equity and inclusion (DEI) strategies to enhance participation and belonging throughout the Region.  The Coordinator will apply inclusive best practices, accessibility legislation and collaboration with leadership, staff and community partners to continually promote an awareness around the need for the Region’s entire community to be inclusive and accessible.  The Accessibility and Inclusion Coordinator also acts as a community navigator, helping our municipality identify and remove barriers so everyone—residents, visitors, and employees—can participate fully in community.

	MAJOR RESPONSIBILITIES
(Position activities and allocation of time spent doing each activity)
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	Description
	Approximate Time 
Spent (%)

	
Accessibility and Inclusion Strategy and Compliance
· Provides recommendations for implementing principles from federal and provincial legislation to the buildings, properties, infrastructure, programs and services of Region of Queens Municipality, including adopting Statements of Commitment
· Responsible for auditing and assessing all municipal buildings, properties and other infrastructure and amenities own by Region of Queens Municipality to determine their compliance with federal, provincial and municipal accessibility and inclusion laws and standards.
· Annually review the Accessibility Advisory Committee and Inclusion Queens Advisory Committee’s Terms of Reference, policies and standards with a view to updating the requirements to ensure continual compliance with federal, provincial and municipal regulations
· Acts as Region of Queens Municipality’s accessibility and inclusion resource and researcher, providing advice on overcoming barriers 
· Develops municipal policies, standards, values and strategy frameworks, based on recommendations from the Accessibility Advisory Committee and Inclusion Queens Advisory Committee concerning goods and services, information and communication, transportation, employment, built environment and education
· Prepares and maintains accessibility and inclusion plans for Region of Queens Municipality  aligned with federal and provincial legislation 
	25%

	
Inclusive Practices, Programming, Accommodation Coordination
· Staff representative on the Accessibility Advisory Committee and Inclusion Queens Advisory Committee, plans and organizes meetings, carries out research at the request of the Committees, prepares reports and recommendations, and provides education to members of the Committee regarding applicable legislation
· Assists Region of Queens Municipality staff in applying an inclusion lens to their areas of work, particularly in relation to economic development and hiring, facilities and events, and marketing and communications
· Acts as a resource to businesses and community groups within Queens County as it relates to accessibility and inclusion legislations, standards, and the work and research of the Accessibility Advisory and Inclusion Queens Advisory Committees
· Host public open houses and community engagement sessions to inform and educate the community about accessibility and inclusion
· Develops an inventory of municipal programs, facilities and infrastructure and makes recommendations for changes to increase accessibility and inclusion, including the development and tracking of recommendation costing and implementation
	25%

	
Training and Education / Data and Reports
· Seeks out and participates in regular training and research to ensure Region of Queens Municipality has current knowledge and implements accessibility and inclusion best practices 
· Prepares brochures, pamphlets, newspaper and electronic advertisements and promotions including social media to educate and inform residents, community groups and businesses regarding the Accessibility Advisory Committee’s and Inclusion Queens Advisory Committee’s roles throughout Queens County
· Continually promotes inclusion and access throughout community, providing information to residents, businesses and community organizations on ways they can become more inclusive to the public
· Prepares reports, recommendations and develops budgets for each legislative requirement
· Represents Region of Queens Municipality  at education, promotion, advocacy and training events related to inclusion and accessibility
· Makes recommendations to improve education, understanding, awareness and celebration of unique aspects of individual staff and Region departments, promoting techniques to remove barriers
	25%

	
Community Navigator 
· Build relationships with community leaders and local organizations to extend support to underrepresented communities, including 2SLGBTQI+, Black, Indigenous and people of colour
· Provide accurate and accessible resources to clients, ensuring all materials are easy to understand and relevant to their needs
· Provide information on and make referrals to government, social and community programs and services
· Collect feedback through formal and informal means, including surveys, conversations and testimonials to assess satisfaction and areas for improvement
· Work collaboratively with local and provincial organizations, such as the South Shore Multicultural Association and provincial immigration services to support the settlement and retention of new Canadians in Queens County
· Work collaboratively with local organizations and Economic Development staff to support the development and delivery of culturally diverse and inclusive events in Queens County
· Work with Nova Scotia Health Authority (NSHA) to support physician recruitment and retention in Queens County, including assisting in facilitating recruitment tours in collaboration with NSHA in the county
· Track data specific to physician recruitment, prospective new resident inquiries, and general inquiries for information from clients for future reporting to Council and partner organizations
· Support the Director of People and Culture in staff recruitment by way of facilitating in-person or virtual tours of Queens County’s key assets as required during active recruitment
· Other duties as required
	25%



*Note: All activities are expected to be performed in a safe manner, in accordance with the Occupational Health and Safety Act and its Regulations, along with Corporate Safety policies, procedures and programs. In addition, all necessary personal protective equipment must be used and maintained in good condition.
	QUALIFICATIONS 
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Education (degree/diploma/certifications):
· A bachelor degree in community development, sociology, psychology, social work, diversity and inclusion, Indigenous studies, gender studies, public health or similar degree OR equivalent education and experience 
· Valid Class 5 driver’s license
· Provide satisfactory Criminal Record and Vulnerable Sector checks every 3 years during term of employment

Experience:
· 3 - 5 years of experience in accessibility,  diversity, equity, inclusion, or related fields 
· Demonstrated experience in community engagement
·  Experience with accessibility legislation or compliance frameworks, ideally within Nova Scotia or other    
 Canadian jurisdictions

Knowledge/Skill/Ability:
· Demonstrated commitment to valuing inclusion contributing to a diverse working and learning environment
·  Ability to identify physical, digital, systemic and attitudinal barriers and suggest practical solutions
· Strong understanding of Nova Scotia’s Accessibility Act and Dismantling Racism and Hate Act
· Knowledge of relevant municipal, provincial and federal regulations and standards related to accessibility and inclusion
· Excellent communication, facilitation and collaboration abilities
· Strong organizational and project management skills, including the ability to manage multiple projects, tasks and deadlines 
· Problem-solving and decision-making abilities 
· Ability to develop and deliver training programs related to accessibility and inclusion needs
· Ability to maintain confidentiality and handle sensitive information with discretion







	WORK CONDITIONS 
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Work Demands
This position spends approximately:
· [70]% of the time indoors
· [20]% of the time outdoors
· [10]% of the time driving a vehicle during work
Physical effort:
· Standing/walking for extended periods
· Occasional lifting of equipment or materials
· Offsite site visits
· Travel within the Municipality
Mental effort:
· Complex problem solving
· Managing multiple tasks and priorities simultaneously
Hours of work:
· 35 paid hours per week, typically Monday to Friday 8:30 am – 4: 30 pm with a one-hour unpaid lunch and the ability to work some evenings and weekends based on operational need
	Work Location:
	 

	
	☒ On-site
	(100% of work performed on-site)

	 
	☐ Hybrid
	(Combination of on-site and remote work)

	
	☐ Mostly Remote
	(Most time spent working remotely with limited time spent in the office)



Note: Mostly remote positions are required to attend regularly scheduled team meetings, training, and collaboration opportunities on-site. Appropriate notice will be provided.
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Independent Decision Making:
· Prioritizing accessibility and inclusion needs as per the Nova Scotia Accessibility Act, Dismantling Discrimination and Hate Act and Region of Queens Municipality’ Strategic Priorities
· Implementing accessibility and inclusion standards
· Managing public accessibility and inclusion initiatives and communications
Financials and Budget:
· Tracking project, service and program budgets
· Developing and managing budgets for accessibility and inclusion initiatives
· Requesting/implementing expenditures for accessibility and inclusion equipment within budget
Confidential Information:
· Handling and protecting sensitive client and business information
· Maintaining a high level of confidentiality 
· Protecting employee, staff, residents and businesses’ personal information
Creativity and Ingenuity:
· Developing innovative accessibility and inclusion programs
· Designing engaging community campaigns regarding accessibility and inclusion
Leadership, Supervision and Functional Advice
Employees this role manages or supervises:
· Not Applicable
Functional advice this role may provide and to whom it is provided:
· Provides information and expertise related to accessibility and inclusion matters on behalf of Region of Queens Municipality and to Region of Queens Municipality staff.
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	Position Title:
Accessibility and Inclusion Coordinator
	Division:


	Department:
Administration
	Classification: 

	Positions Supervised Directly: 
N/A
	Reports to (Direct):
Deputy Chief Administrative Officer (Deputy CAO)

	Salary Grade: 
4
	Positions Supervised Indirectly: 


	[bookmark: _Hlk218769510]Hours per week: 
35 hours per week, 8:30 am – 4: 30 pm with a one-hour unpaid lunch Monday to Friday with the ability to work some evenings and weekends based on operational need
	Work Location:
Administration office

	Effective Date: 
March 5, 2026
	  Revision Date: 
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POSITION SYNOPSIS AND PURPOSE

(A position overview and how it aligns with corporate strategies)
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ACCOUNTABILITY AND INITIATIVE





image7.png
POSITION CLASSIFICATION

(Where this position fits)
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