
 

SWAN Vancouver 
Culturally-Specialized Supports & Advocacy for Im/Migrant Women Engaged in Indoor Sex Work 

 
 

Human Resources and Office Manager, Vancouver, BC (3 days per week)  
 
WHO WE ARE 

SWAN Vancouver is a non-profit organization based in downtown Vancouver. SWAN works to promote the 
social and labour rights, health, and safety of im/migrant women who are engaged in sex work, through 
frontline services and systemic advocacy.  

We are seeking a Human Resources and Office Manager to join our expanding team on a part-time basis 
(full-time hours is a future possibility). Reporting directly to the Executive Director, the HR and Office 
Manager will be directly responsible for overall facilities and operations management and ensuring a positive 
and healthy working environment for our team.  

WHAT YOU WILL DO 

Human Resources  

 Coordinate Extended Health Benefit Plan administration including enrollments, payments, verifying invoices, 
facilitating return to work transitions and acting as the main point of contact for employee inquiries on benefits.  

 Creating updating and maintaining confidential HR documents policies, files, and employee letters and records  

 Assist with organizing team social functions  

 Facilitate an exceptional onboarding experience for all new employees, ensuring they understand SWAN’s values 
and culture  

 Conduct full cycle recruitment including creating and posting roles, reviewing applications, conducting phone 
screens, participating in interviews and conducting reference checks.  

 Facilitate employee offboarding including conducting exit interviews, terminating benefits, issuing final pay  

 Act as the main point of contact for inquiries, providing guidance to leaders and team members such as advising 
on policies and legislation, employee relations matters and performance initiatives  

 Work closely under the direction of the HR consultant and assist with performance reviews, compensation, 
engagement initiatives, training initiatives, and other people and culture initiatives.  

Accounting and Payroll  

 Working closely with Swan’s Bookkeeper to approve time sheets, identify and resolve payroll discrepancies and 
ensure regulatory compliance  

 Respond professionally to all inquires and issues related to payroll and benefits  

 Issue final pay and terminations  

 Manage petty cash  

Facilities management  

 Order office-related supplies  

 Ensure all office equipment is operational  

 Maintain a healthy and safe working environment and ensure compliance of all legislative requirements  

 Attend the building tenants’ meetings  

 Managing all IT hardware and software  

 
WHO YOU ARE 

 Your values align with our organization  

 You enjoy and have experience wearing multiple hats in a non-profit work environment  

 You have formal education in HR or direct experience where you had to work independently and navigate most 
day-to-day operations on your own  

 You demonstrate interpersonal and communication skills and ability to build trust and rapport with team 
members, leaders and external stakeholders  

 You demonstrate flexibility to meet and adapt to changes in organizational priorities  

 You are exceptionally organized with the ability to juggle multiple priorities  

 You enjoy being part of creating process and are comfortable navigating through unchartered territory when 
needed  

 You hold yourself to a high standard of ethics and confidentiality  

 You can make difficult or unfavourable decisions in the best interest of the organization while maintaining 
composure  

 You are solution-oriented and a self-starter  

 You work well on your own but know when to ask for help  

 
WHY WE THINK YOU’LL LIKE WORKING HERE 

 Great flexibility and benefits  

 Supportive work culture  

 Opportunity to make a difference  

 Convenient downtown location with work-from-home options  



 
TERMS 
Position: Permanent part-time (3 days/week flexible)  
Remuneration: $35,000/annual 
Start date: asap  
Location: Hybrid (Yaletown office & home-based)  
 

TO APPLY 
Please submit a resume (including three professional references) and a one-page cover letter to the Vice 
Chair (board@swanvancouver.ca) by 5 pm May 3, 2021. No phone calls or emails. Only those selected for an 
interview will be contacted.  
 
SWAN prioritizes equitable inclusion of people from underserved, equity-seeking communities, and hires staff 
from diverse backgrounds. Indigenous folks, people of colour, people of all genders or non-genders, and 
people of all abilities are encouraged to apply. 

Deadline for application submission is 5pm, Monday 3 May 2021. 
We thank all applicants; however, only shortlisted candidates will be contacted.  

 

With gratitude for the wisdom of all First Peoples, we acknowledge that we live and work on the stolen ancestral lands of the Musqueam, Squamish and Tseil-Watuth Nations. 
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