HAMILTON-
WENTWORTH
DISTRICT
SCHOOL

COOPERATIVE EDUCATION
NEW PLACEMENT INFORMATION
Company Name: The Pearl Hummingbird
620 Upper James St. ciy: Hamilton
Name of Contact Person(s): | aY/Or Edwards, Michelle Lien
2897558888

Address: Postal code:

taylor.edwards@th

Telephone: Fax: E-mail:

Administration and Program Coordination
2

Co-op Job / Placement Title:

Number of Placements Available:
Semester 1 (Sept. — Jan.) O am 0 pm either all-day
Semester 2 (Feb. — June) O am O pm either all-day
Summer Co-op (July - August): ALL DAY

Hours (and days) of Work:

Will the student be paid a wage or given an honourarium? Yes L]

Job Synopsis and Tasks (Observed and/or performed by the Co-op Student):

Student will assist and shadow and/all administrative tasks related to the company including scheduling, composing emails,
professional phone calls, directing guests, general clean up.

Students will assist in the designing of child geared educational programs, facilitate in current programs, assist in making
contact with sub-contractors to host at the facility.

Students may shadow operations director and owner, assisting in various duties as well as learning the business aspect.

Job Requirements (Skills, Personal Qualities):

Ability to effectively and professionally communicate with children and their caregivers
Strong communication and interpersonal skills

Strong customer service skills

Strong command of the English language

Able to compose emails with professionalism and proper format

Do you employ apprentices or any certified trades? Yes No |[]

Would you be willing to have students come in for short term (approx. 2 weeks) Work Experience? Yes [0 NOD

Is it okay for Co-op teachers to contact you directly? Yes |[] No

I'd rather be contacted by the HWDSB Central office Yes No |UJ

A OYAP student co any student taking part in (o-of in an "HApprenticealle” occupation
The Hamilton-Wentworth District School Board
Completed forms can be e-mailed to: ngodwald@hwdsb.on.ca or faxed to (289) 674-0409
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