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JOB DESCRIPTION | Chief of Staff (COS) 

The Canadian Race Relations Foundation 

The Canadian Race Relations Foundation (CRRF) was created in 1996 to reaffirm the principles of justice and 
equality for all in Canada. The CRRF's mandate is to facilitate throughout Canada the development, sharing, and 
application of knowledge and expertise to eliminate racism and all forms of racial discrimination in Canadian 
society.  

CRRF is looking for an experienced Chief of Staff (COS) for monitoring issues and activities related to the 
Foundation’s mandate that may impact the programs, strategies, and positions that contribute and support the 
initiatives and efforts of the strategic direction of the CRRF; to eliminate racism and all forms of racial 
discrimination in Canadian society. 

Position Summary  

 
Job title 

 
Chief of Staff (COS) 

Status Two year contract, with possibility of extension 

Hours Full time 

Work environment CRRF office, 6 Garamond Court, Toronto, Ontario 
Working from home during the pandemic while the office is closed. 
 

Salary Range The hiring salary range for the position is from $120,000 to $130,000, 
commensurate with experience and qualifications. CRRF offers a comprehensive 
benefits package. 

 
Job Duties and Responsibilities:  
 
The COS is accountable for monitoring issues and activities related to the Foundation’s mandate that may 
impact the programs, strategies, and positions that contribute and support the initiatives and efforts of the 
strategic direction of the CRRF; to eliminate racism and all forms of racial discrimination in Canadian society: 
 

§ provides information, advice, feedback, and recommendations on racial discrimination to senior 
management.  

§ acts as a point of contact and resource person regarding any communication concerning Foundation 
activities and programs.   

§ represents the Foundation in meetings with stakeholders, community groups or representatives to 
further the Foundation’s programs and activities. 

§ attends meetings and coordinates follow-up on a broad range of Foundation activities with the managers 
responsible. 

§ provides information and conducts research and analysis in order to supply information intended as a 
basis for discussion on specific subjects, both internally and externally.  

§ Offer advice, viewpoints, and recommendations on nationally sensitive internal and external issues. 
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Facilitates direction to both senior management and staff concerning the Foundation’s priorities and issues 
around eliminating racism and racial discrimination: 

§ Provides the necessary advice and interpretations on various programs and activities concerning the 
Foundation, in order to identify appropriate action and follow-up. 

§ Deals on a regular basis with key stakeholders from Government, central agencies, other levels of 
government, the private sector, and community-based organizations, who wish to advance their views or 
obtain guidance on the Foundation’s policies, activities, programs or issues of national significance.  

§ Establishes and maintains a communication, consultation, and coordination network in order to further 
the understanding both the nature of racism and racial discrimination and current emerging trends and 
concerns. 

§ learn about public management developments and facilitate decision implementation and problem 
solving.  

 
Sits as a member of the Foundation’s management team to set policy and strategic direction and monitor 
progress of all programs and activities: 

§ Participates and assists the CEO, COO, and the Board in shaping the vision of the future, actively soliciting 
input on key priority issues, and formulating recommendations for consideration by the Board.  

§ Participates and assists the executive team in developing and implementing long and short-term 
strategies and goals to ensure the organization fulfills its mission while balancing the needs and resources 
of the organization. 

§ Nurtures and sustains close, productive relationships and collaborations with key donors, colleagues and 
associates who are in a position to advance the mission.  

§ Participates and plays a role in the establishment of the strategic and operational plans for the corporation. 

§ Assists in representing the Foundation corporation on several bodies and task forces and consults with 
senior officials at the federal and provincial levels of Government for the cooperative exchange of 
information related to the Foundation. 

 
Manages and provides functional supervision of human resources and the teams of the Foundation to ensure 
the initiatives of the CRRF are progressing: 

§ Ensures that plans, coordination, and monitoring of progress is carried out; recommend human resources 
levels required, assist where necessary in recruit of staff and supervise direct reports and their work.  

§ set priorities and procedures; allocates work; monitors and assesses performance; and takes disciplinary 
action.  

§ Manages and provides functional supervision to the organization, team members and work groups for the 
purpose of assisting in the management of key priorities. 

§ Provides direction on key projects of strategic or operational importance to the Foundation.  
§ Together with senior management, assesses program delivery and develops operational procedures and 

processes in order to ensure that the Foundation operates effectively and efficiently. 
§ Guides and supports direct staff in their daily activities. 

§ seeks additional relevant information and prepares recommendations on action to be taken. 



 
 

 3 

 
Education, Experience, Knowledge, Skills and Attributes 
 
Education 
Post-Secondary education in a relevant discipline, Graduate degree or an equivalent combination of education and 
10 to 15 years’ experience in a similar or like organization. 
 

Experience 

§ Expert understanding of Federal Government policies. 

§ Extensive experience in racial equity, discrimination, and diversity.  

§ Expert understanding and experience in the senior management of Crown Corporations.   

§ Management within a complex, unionized and multidisciplinary institution. 

§ Experience in collective bargaining and understanding collective agreements. 

§ Management of Business unit activities. 

§ Extensive NPO experience is an asset. 

§ Planning, development, implementation, and evaluation of complex operational projects. 

§ Policy development and strategic planning. 

§ Expert understanding around Access to Information and Privacy (ATIP). 

§ Extensive experience in interpreting a range of legislative and regulatory documents, enquiries, briefing 
papers, reports, and parliamentary documents. 

§ Vast experience explaining, interpreting, and presenting sensitive, difficult, or complex subjects; in order to 
present and defend the organization’s viewpoint to other sectors for the purpose of negotiating 
compromises, reconciling difference of opinion, and resolving problems at the institutional level.  

§ Experience writing, editing, and correcting a broad range of documents, including minutes of meetings, 
records of decisions, reports, presentations, briefing papers, conclusions, recommendations, and 
speeches. 

 

Knowledge 

§ an understanding of public administration concepts, theories, principles, and practices. 

§ verbal and written communication skills. 

§ knowledge of management concepts, theories, principles, practices, and techniques in order to supervise 
staff and manage projects. 

§ understanding of the mandate, organizational structure, issues, files of current interest, programs, 
priorities, and objectives of the department. 
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§ an understanding of the mandate, roles, and responsibilities of the various sectors of the federal public 
service, including the major stakeholders, central agencies, deputy heads and various senior management 
committees. 

§ Access to Information and Privacy. 

§ advanced ability to think strategically and effectively. 

§ Ability to anticipate the emergence of new trends, initiatives, and needs, analyze them, determine their 
impact, and develop recommendations so that the department can take a position on the matter. 

§ Be able to identify, analyze, assimilate, and interpret on a daily basis a large volume of data, information 
or issues that are often highly sensitive, complex, or new, before forwarding them to senior managers of 
the Foundation, or preparing recommendations on them.  

§ analyze requests to be given priority, determine which requests the incumbent must handle him/herself 
and which must be forwarded to other offices or organizations, and determine which require security, 
monitoring and follow-up action. 

 
You must meet all the essential qualifications in order to be appointed to the position. Other qualifications may be a 
deciding factor in choosing the person to be appointed. Some essential and other qualifications will be assessed 
through your application process.  

Proof of Canadian residency or citizenship, education, and three references from your previous supervisor and 
coworkers will be requested if you are considered for the position. 
 

Contact Information 

To find out more about the CRRF and this job opportunity, please visit our website at www.crrf-fcrr.ca 

Interested Canadian candidates are asked to submit their curriculum vitae with a cover letter and availability date until 
October 8, 2021 to our recruitment partner:  

Laura Gauley 
By email: lgauley@businesssherpagroup.com   

While all responses will be appreciated and handled in the strictest confidence, only those being considered for 
interviews will be acknowledged. 

CRRF values diversity and is committed to fostering an environment of inclusion and cross-cultural sensitivity. We 
encourage applications from Indigenous people, racialized people, people with disabilities, people from gender and 
sexually diverse communities and/or people with intersectional identities. We accommodate people with disabilities 
throughout the recruitment and selection process. Please indicate your need for accommodation in your application. 

 


