
  

  

Career Opportunity 
INFORMATION AND REFERRAL ASSOCIATE 

(Full-time) 
Remote 

 
Parkinson Canada is the definitive voice for the Parkinson’s community in Canada. Our purpose is to transform the lives 
of people living with Parkinson’s. We do this through research leading to better treatments and the end of Parkinson’s, 
advocacy bringing the voices of Parkinson’s to the forefront and support that helps people live well with Parkinson’s 
through education and services. Generous donors make our work possible. 
 
As a Parkinson Canada Employee, we believe in being: 

 Bold by embracing new ideas and confidently taking action. 
 Compassionate by striving always to walk in the shoes of those we serve. 
 Collaborative by working cooperatively with all stakeholders so that together we can achieve more. 
 Trustworthy by keeping our word and always doing what we promise. 

 
What we need 
We seek a candidate with excellent communication, customer service, and people skills in keeping with the mission and 
values of Parkinson Canada. The qualified candidate will be a critical first point of contact for people living with 
Parkinson’s in order to assess their needs, provide information or make the appropriate referral in a timely manner. The 
Information and Referral Associate will also be required to maintain confidentiality and interact professionally with 
colleagues, volunteers and the general public, while keeping our vision of a better life today for Canadians living with 
Parkinson’s; and  a world without Parkinson’s tomorrow.  The position is open to all applicants from all provinces. 
 
Your contribution 
As the successful candidate, you will bring and fulfill the following responsibilities: 

 
Direct client services: 
 

 Assess client requests and follow established best practice guidelines, using compassionate and productive 
techniques to understand and clarify the nature of the request or concern 

 Provide information or referral as appropriate with links to regional/local resources that meet the client’s 
needs 

 Provide supportive counseling for clients 
 Recognize  and refer medical or emergency risks to appropriate resources 
 Meet daily productivity goals based on a first response in 24-48 hour period 
 Document client interactions  

 
Indirect client services: 
 

 Continually update knowledge regarding Parkinson’s, medication, treatments, research and recent 
developments 

 Create and maintain resources on: health care systems; CCAC/LHIN’s long term care facilities; respite facilities; 
rehabilitation services; day hospital programs; facilities or organizations that offer specialized services to 
people with Parkinson’s, their families or caregivers 

 Record call information during response using electronic records 
 Maintain database records and statistics, and provide weekly, monthly, and annual reports at scheduled 

deadlines 
 Review publications that provide Parkinson and health information 
 Develop presentations on unique I&R topics as required 
 Contact and gather information from other organizations and health professionals and remain current in 

relevant medical advancements for Parkinson’s and other related illnesses 
 Make recommendations for information additions to the web-site or information resources 



  

  

 Conduct all activities and maintain resources in accordance with privacy regulations and within Parkinson 
Canada’s policy guidelines 

 Participate in other communication activities or assignments to support the needs of people with Parkinson’s 
and the related information needs of Health Care Professionals  

 Participate in team meetings and provide input and ideas for improving service and response 
 
What is needed to succeed in this role 

 Diploma or degree in social services or health with specific knowledge of Parkinson’s 
 Experience working with people managing the challenges of living with a chronic health condition 
 Excellent client and customer service skills 
 Knowledge of medical terminology and health and social service systems 
 Expertise on development and maintenance of resources 
 Experience in helping people from diverse backgrounds 
 Ability to communicate effectively both verbally and in writing to assess, research, and provide information 
 Compassionate and organized questioning skills to identify needs 
 Being non-judgmental and respectful of the confidential nature of the job 
 Proficient computer skills:  Word, Excel, database systems, internet, research 
 Strong attention to detail and ability to accurately input and maintain a record of calls, pull reports, and data 

management 
 Demonstrate the ability to maintain a flexible attitude and exercise good judgement when working 

independently or collaboratively 
 Bilingual – English and French an asset 
 Certified Information & Referral Specialist designation an asset 
 Legally entitled to work in Canada  

 
Join a team that celebrates diversity and inclusion and values work-life balance. We offer comprehensive benefits, 
generous time-off and vacation and opportunities to make a difference. If you are passionate about applying your 
knowledge, skills and experience to make a tremendous difference in the lives of Canadians living with Parkinson’s, then 
this role is for you! Please send your résumé in confidence, stating salary expectations by 5:00 p.m. on Friday, January 
24, 2020.   

 
Human Resources 
Parkinson Canada 

4211 Yonge Street, Suite 316 
Toronto, Ontario M2P 2A9 

E-mail: human.resources@parkinson.ca 
Please quote Reference #IRA-0120 

 
Parkinson Canada will provide accommodations throughout the recruitment and selection and/or assessment process to 
applicants with disabilities. We thank all candidates for their interest, however, only those selected for interviews will be 
contacted. Please indicate accommodations as required if contacted. 
 
Please note that the successful candidate will be required to pass a standard Criminal Record Check. 


