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JOB POSTING 
 

Coordinator, IT Support 
 

ABOUT US 

For 38 years, CAMPFIRE CIRCLE (formerly known as Camp Ooch & Camp Trillium) has offered healing 
through happiness for thousands of kids affected by childhood cancer, and families. It’s where kids can 
be kids, and families can be families—engaging in camp-inspired community, in-hospital, and overnight 
camp programs, at no cost to them. With no government or hospital funding, a caring community 
surrounds them to make life-changing experiences possible throughout the year, all across Ontario. 

 

THE OPPORTUNITY 

At CAMPFIRE CIRCLE the IT Dept. is the glue that holds the organization together. Our staff work out 

of a variety of locations across Ontario, and we require a high level of support to stay connected with 

one another, connected with our community, and engaged with our work. As such, the IT Support 

Coordinator is accountable for supporting the technology, communications and audio visual needs 

which support CAMPFIRE CIRCLE in achieving it’s strategic goals. This position is the first point of 

contact for IT related inquires and provides outstanding customer care and technical expertise for all 

staff at all of the CAMPFIRE CIRCLE workplace locations. This role reports directly to the Director, IT, 

and works closely with most of our staff in various capacities. 

 

ABOUT YOU 

In accordance with our mandate of creating a caring and safe environment for ill children and their 
families, we require attestation of childhood vaccinations, updated Police Record with Vulnerable 
Sector Screening, and proof of full vaccination against COVID-19 for all of our staff. We also require 
that all staff be currently eligible to work in Canada. 

 

QUALIFICATIONS 

Required Criteria 
a) A diploma in information technology. 
b) 2+ years of IT Helpdesk work experience. 
c) In depth knowledge of Windows 10, Microsoft Office Suite, Active Directory and Microsoft 

Domain environment. 
d) Ability to adapt and learn new technologies and trends. 
e) Experience working with databases (preferably Raiser’s Edge). 
f) Good organizational, time management and prioritizing skills. 
g) Analytical and Problem Solving Skills. 
h) Excellent written and verbal English skills, and the ability to work positively and collaboratively 

with staff across the organization, and vendors external to the organization.  
i) Current driver’s license and the willingness and ability to become insured on our auto insurance 

plan. 
j) Ability and willingness to furnish a current police background check and vulnerable sector 

screening. 
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k) Must be able to occasionally travel to our office/camp locations within Ontario (Toronto, 
Hamilton, Waterford and Rosseau). 

 

Personal/Professional Characteristics 
Enthusiastic, accurate, detail oriented, service oriented, excellent time-management and 

organizational skills, flexible, diplomatic, discreet, able to work in a small office environment, able to 

work independently, excellent oral and written communication, able to meet deadlines and work 

well under stress, analytical, sense of fiscal responsibility. 

 

Particular Working Conditions 

a) In consideration of the populations we serve, the incumbent is a non-smoker. 
b) This full-time position works out of the Toronto office and will be required to perform work at 

multiple locations across Ontario, which currently include Hamilton, Rosseau, and Waterford, as 
well as some work from home flexibility. 

c) Some evening and weekend commitments may be required. 
 

Physical Requirements 
The usual and customary methods of performing the job's functions require the following 
physical demands: lifting, carrying, pushing, and/or pulling; stooping, kneeling, crouching, and/or 
crawling; and significant fine finger dexterity. The job is performed in a generally hazard free 
environment and in a clean atmosphere. 

 
The minimum physical requirements for this position include: 

a) Able to operate a personal computer 
b) Able to concentrate for long periods of time while maintaining accuracy 
c) Able to lift up to 30lbs. 

 
COMPENSATION & BENEFITS 

This position offers an annual salary range of $45,000 - $50,000 commensurate with experience, 

full benefits package, vacation, and professional development. 

 

APPLY 

Please send a cover letter, resume and expected salary to careers@ooch.org with the email subject 

reading 2021045 – Coordinator, IT Support. 

 

This posting will remain open until filled. Only applicants selected for an interview will be contacted. For 

more information about CAMPFIRE CIRCLE, please visit www.ooch.org - No phone calls please. 

 

ACCESSIBILITY & DIVERSITY, EQUITY AND INCLUSION  
CAMPFIRE CIRCLE is strongly committed to diversity within its community and welcomes applications 

from racialized persons/persons of colour, Indigenous People of North America and the world, persons 

with disabilities, 2SLGBTQIA+ persons, and those who may contribute to the further diversification of 

ideas. We are committed to providing equitable opportunities in employment and to providing a workplace 

which is free from discrimination and harassment. In accordance with Canadian Immigration 

http://www.ooch.org/
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requirements, priority will be given to Canadian citizens, permanent residents, and those with 

authorization to work in Canada.  

 

Accommodations are available on request for candidates taking part in all aspects of the selection 

process. Contact information for our HR Team is located on our website at https://ooch.org/about-

ooch/careers/, and more information about our accessibility commitments can be found at 

https://ooch.org/about-ooch/accessibility-at-ooch/. 

 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
CAMPFIRE CIRCLE is grateful for Indigenous communities’ stewardship of the land that we occupy- the traditional 
territory of many nations such as the Mississauga's of the Credit, the Anishnabeg, the Chippewa, the 
Haudenosaunee and the Wendat peoples and is now home to many diverse First Nations, Inuit and Métis peoples. 
We aspire to be deserving stewards of the land, in partnership with them. 
 
We also acknowledge all Treaty peoples – including those who came here as settlers – as migrants either in this 

generation or in generations past - and those of us who came here involuntarily, particularly forcibly dis-planted 

Africans, brought here as a result of the Trans-Atlantic Slave Trade and Slavery.  

 

https://ooch.org/about-ooch/careers/
https://ooch.org/about-ooch/careers/
https://ooch.org/about-ooch/accessibility-at-ooch/

