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JOB PROFILE 
Position #:00134249 

 

TITLE:    OPERATIONS AND PROJECT COORDINATOR  CLASSIFICATION:  ADMINISTRATIVE OFFICER 24 

                 (UNDER REVIEW) 

JOB OVERVIEW 

BC’s Office of the Human Rights Commissioner (BCOHRC) exists to address the root causes of 
inequality, discrimination and injustice in B.C. by shifting laws, policies, practices and cultures. 

We do this work through education, research, advocacy, inquiry and monitoring. 

Reporting to the Manager, Operations, the Operations and Project Coordinator is responsible for 

the management and quality assurance of all BCOHRC data management systems. In addition, 
this position provides expert project management guidance and coordination, supports the 
institutional strategic planning and evaluation process, and provides general operational support 

to the Manager, Operations in the areas of security and risk management, facilities 
management, occupational health and safety, organizational policies and procedures, and other 

areas as required.  

 

ACCOUNTABILITIES 

Systems management and coordination 

• Manages, maintains and ensures quality, customization, monitoring, evaluation and 

continuous improvement of BCOHRC’s management systems, software platforms, tools 
and resources. This includes but is not limited to customer relationship management 
software (CRM), help desk software, project management software, intranet, task 

management software, and digital library software. 

• Maintains expert knowledge of contemporary office administration and communication 

tools and relevant software (e.g., Microsoft Office Suite, including Word, Excel, 
PowerPoint, SharePoint, OneNote, Project, Visio Teams, Zoom, Windows, Asana etc.). 

• Establishes management system and software platform service standards in alignment 

with policies, procedures, and quality standards. 
• Conducts monthly data reconciliation for software systems to ensure data accuracy and 

integrity.  
• Liaises with suppliers of software solutions on operational matters, ensuring strong 

relationships and fulfilment of contract obligations. 

Project support and coordination  

• Supports BCOHRC project managers in coordination of logistics on projects, providing 

specialist guidance and support to ensure alignment with BCOHRC’s project management 
standards for a variety of large scale and high-profile projects that cross organizational 

boundaries, have external collaborations, and significant assigned resources.  

•  Develops, recommends and manages office-wide project management guidelines, 
procedures, tools and templates to reflect costs, timelines, risks, scope, project structure, 

reporting expectations, and approval/management process, and maintains organizational 
project management tracking systems.  
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• Tracks and analyses BCOHRC’s major projects throughout the project management life 
cycle and identifies risks and opportunities related to resourcing and timelines. This 

includes project scope, time, costs, risks, quality, communications, procurement, changes 
to human resources and integration with other projects. 

• Supports project planning sessions as needed with project managers and project 

participants to identify clear project goals and objectives, scope and deliverables and 
performance measures.  

• Supports the maintenance of the overall internal policy framework for the office, assisting 
in the development of new or amended administrative and operational policies in 
collaboration with Manager, Operations and Senior Executive Team (SET).  

• On an as needed and as appropriate basis, monitors and evaluates project resources, 
processes and progress, identifies risks and obstacles and takes or recommends action to 

address issues.  

General operations 

- Trains and guides staff in the areas of systems, software, operations, and project 
management, helping to trouble shoot issues as required.  

- Supports the Manager, Operations in the coordination of occupational health and safety, 

security, and other operational tasks as required (e.g., facilities, space planning, asset 
management etc.).  

- Supports the Deputy Commissioner in the coordination of institutional strategic and work 
planning including evaluation and monitoring. 

- Liaises with the General Counsel on record disclosure related to FOI requests  

- Liaises with the Manager, Operations, and Chief Financial Officer (CFO) for budget 
management, including monitoring expenditures, financial reporting and managing 

relevant contracts specifically software system contracts.  

- Develops and maintains a broad range of internal and external relationships. 

- May supervise staff including assignment of work, development and evaluation of 

performance plans and approval of leave.  

 

QUALIFICATIONS 

EDUCATION AND EXPERIENCE 

• Degree in a related discipline (e.g., Information technology, public or business 

administration, project management) or equivalent.  

• At least 3 years related experience customizing and implementing organizational software 

tools, platforms and systems. 

• At least 3 years related experience, including:  

o Project support and coordination. 

o Providing administrative, operational and financial support services for a group of 
staff. 

o Contract management.  

• Successful completion of security screening requirements of the BC Public Service, which 
may include a criminal records check, and/or Criminal Records Review Act (CRRA) check, 

and/or enhanced security screening checks as required. 
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WILLINGNESS STATEMENT:  SOME TRAVEL MAY BE REQUIRED 

Preference may be given to applicants with the following: 

• To complement the diversity of the BCOHRC team, preference may be given to applicants 

who are Indigenous, Black or racialized, people with diverse gender identities or 
expressions, and/or, people with disabilities.  

• Lived experience with human rights, which could be through your own identity and/or 
personal experiences related to human rights. 

• Experience working in an independent Office of the Legislature. 

• Experience working in the BC Public Service.  

• Project Management Professional (PMP) certification (complete or in progress).  

KNOWLEDGE, SKILLS, AND ABILITIES 

• Commitment to and passion for human rights. 

• Knowledge of Administrative and Operational Records Classification Systems 

(ARCS/ORCS) and records management. 

• Knowledge of provincial government structures and recognized procedures. 

• Knowledge of project management principles and practices. 

• Well-developed analytical, strategic, and critical thinking skills. 

• Excellent oral and written communication skills. 

• Ability to write and present in a format appropriate for the intended audience.  

• Excellent project management and organizational skills.  

• Ability to prioritize high volumes of time-sensitive and confidential work to meet 
operational deadlines.  

• Ability to work in a dynamic environment with changing priorities.  

• Excellent interpersonal skills including sensitivity, empathy, discretion, and tact. 

 

INDIGENOUS RELATIONS COMPETENCIES 

• Cultural Agility is the ability to work respectfully, knowledgeably and effectively with 
Indigenous people. It is noticing and readily adapting to cultural uniqueness in order to 

create a sense of safety for all. It is openness to unfamiliar experiences, transforming 
feelings of nervousness or anxiety into curiosity and appreciation. It is examining one's 

own culture and worldview and the culture of the BC Public Service, and to notice their 
commonalities and distinctions with Indigenous cultures and worldviews. It is recognition 

of the ways that personal and professional values may conflict or align with those of 
Indigenous people. It is the capacity to relate to or allow for differing cultural perspectives 
and being willing to experience a personal shift in perspective. 

• Empathy is the ability to recognize, understand and directly experience the emotion of 
another. It involves listening with heart, accepting their message, and staying focused on 

their experience rather than reacting. It means understanding that the behaviour may be 
connected to something outside of the immediate situation.  
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• Sustained Learning and Development means continually increasing your ability to 
build and maintain respectful and effective relationships with Indigenous people. Central 

to this competency is appreciating that there are many other cultural understandings of 
knowledge and ways of working that have legitimacy and deserve respect – and therefore 
require our continual learning and development, including direct exposure to cultural and 

community ways.  

• Process orientation places a priority on how things are done. It is a willingness to 

remain open and follow in new directions. It means setting aside mainstream ways of 
achieving results and instead following culturally respectful processes that also produce 
results. It is letting go of agendas or the need to control and trusting that the appropriate 

outcome will emerge from a good journey together. It means accepting that both the use 
of process orientation and a good relationship are concrete results.  

 

BEHAVIOURAL COMPETENCIES  

• Listening, Understanding and Responding is the desire and ability to understand and 
respond effectively to other people from diverse backgrounds. It includes the ability to 
understand accurately and respond effectively to both spoken and unspoken or partly 

expressed thoughts, feelings and concerns of others. People who demonstrate high levels 
of this competency show a deep and complex understanding of others, including cross-

cultural sensitivity. 

• Business Acumen is the ability to understand the business implications of decisions and 
the ability to strive to improve organizational performance. It requires an awareness of 

business issues, processes and outcomes as they impact the client's and the 
organization's business needs. 

• Organizational Awareness is the acumen to appreciate and the ability to use the power 
relationships in either one's own, or other, organization(s). This includes the ability to 
identify the real decision-makers and the individuals who can influence them; and to 

predict how new events or situations will affect individuals and groups within the 
organization. 

• Planning, Organizing and Coordinating involves proactively planning, establishing 
priorities and allocating resources. It is expressed by developing and implementing 
increasingly complex plans. It also involves monitoring and adjusting work to accomplish 

goals and deliver to the organization's mandate. 

• Problem Solving/Judgement is the ability to analyze problems systematically, organize 

information, identify key factors, identify underlying causes and generate solutions. 

• Teamwork and Co-operation is the ability to work co-operatively within diverse teams, 
work groups and across the organization to achieve group and organizational goals. It 

includes the desire and ability to understand and respond effectively to other people from 
diverse backgrounds with diverse views. 

• Organizational Commitment is the ability and willingness to align one’s own behaviour 
with the needs, priorities, and goals of the organization, and to promote organizational 
goals to meet organizational needs. It also includes acting in accordance with 

organizational decisions and behaving with integrity. 

• Concern for Image Impact is an awareness of how one’s self, one’s role and the 

organization are seen by others. The highest level of this competency involves an 
awareness of, and preference for, respect for the organization by the community.  
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• Flexibility is the ability and willingness to adapt to and work effectively within a variety 
of diverse situations, and with diverse individuals or groups. Flexibility entails 

understanding and appreciating different and opposing perspectives on an issue, adapting 
one's approach as situations change and accepting changes within one's own job or 
organization 

 
For more information on competencies, see:  

Competencies in the BC Public Service 
BC Public Service competencies list 
Indigenous relations behavioural competencies 

 

https://www2.gov.bc.ca/gov/content/careers-myhr/all-employees/career-development/competencies-in-the-bc-public-service
https://www2.gov.bc.ca/gov/content/careers-myhr/job-seekers/about-competencies/behavioural-competencies
https://www2.gov.bc.ca/gov/content/careers-myhr/job-seekers/about-competencies/indigenous-relations

