
 

      

 

 
 
 

Would you like to provide exceptional HR business partner oriented support within 
an organization dedicated to helping young Canadian entrepreneurs succeed? 

Are you an experienced HR professional with a passion for engaging with highly 
motivated people?  

Are you a creative problem solver who looks forward to thinking outside the box 
taking on new initiatives? 

Do you thrive and perform at your best in a fast-paced changing work environment? 

Then you are the ideal candidate and we would like to hear from you! 

Our Company: 
 
Futurpreneur Canada, (“Futurpreneur”) has been fueling the entrepreneurial passions of Canada’s young 
entrepreneurs for nearly two decades. We are the only national, not-for-profit organization that provides 
financing, mentorship programs, business tools, and continual support to aspiring business owners aged 18-
39. Our internationally recognized mentoring program hand matches young entrepreneurs with business 
experts from a network of more than 2,800 volunteer mentors. 
 
Futurpreneur is a founding member of the G20 Young Entrepreneurs’ Alliance, the Canadian member of The 
Prince’s Youth Business International, and the Canadian host of Global Entrepreneurship Week. We`re here 
to help Canada`s young entrepreneurs succeed.  
 
Job Overview: 

 
This position will be responsible for assisting in implementation of HR programs, policies and procedures, 
and providing excellent client service to our internal and external stakeholders and partners. Reporting to the 
Senior Manager, Human Resources, the HR Generalist will work directly with all levels and will become a 
trusted source for HR policies, programs and processes.  
 
Talent Acquisition: 

 Manage the full-cycle recruitment for assigned positions from recruiting plan through to offer stage. 

Additional stages include pre-screening, short-listing, scheduling, conducting interviews and reference, 

criminal and credit checks. Collaborate with internal and/or external partners as appropriate  

 Participate in the development of ongoing creative and cost-effective talent sourcing strategies  

 Lead new hire orientation to ensure successful on-boarding of all new hires 
 

Employee Relations, Talent Development & Performance Management: 

 Handle general employee relations issues or concerns, providing advice to managers and 

employees, under the guidance of Senior Manager, Human Resources 

Human Resources Generalist 
 



 Play an active role in administering and delivering HR processes including performance 

management, change management, learning and development etc. 

 Assist in termination, resignation process by conducting exit interviews, and ensuring all 

paperwork is complete for off-boarding 

 Maintain and assist in the development and implementation of policies and procedures, and 

communications to inform managers and employees 

 Provide guidance to employees in the interpretation and application of HR policies and 

procedures 

 Proactively research, analyze, and identify appropriate resources to resolve issues 

 Assist in employee engagement and retention initiatives 

 Research HR best practices in the development of initiatives, programs and policies 

 Create and implement new learning and development initiatives, record and update employee 

training records, schedule outside training for employees 

 
HR Reporting and HRMS: 

 Leverage HR systems to retrieve data for various reporting needs 

 Maintain and update employee files as required 

 Update organizational charts  

 Produce HR Metrics as required 

 Update and maintain personnel information in HRIS  

 Provide reports on head counts, wage statistics and other ad hoc reports when required from time 

to time 

 Design and develop spreadsheets, databases and presentations to support HR projects 

 Track vacation requests and all other types of leaves of absence 

 Analyze data and aggregate results into sophisticated reports and presentations to aid in decision 
making 
 

Human Resources Legislation: 

 Stay current and up to date on HR legislation and best practices  

 Ensure compliance with Federal and Provincial employment standards 
 
Health and Safety Regulations and Compliance: 

 Act as a member of the Health & Safety Committee 

 Educate employees on Workplace Health & Safety Legislation 

 Ensure all employees have completed all mandatory health and safety training 
 
Benefits Administration: 

 Manage benefit eligibility requirements and identify when employees are eligible and notify them 

of all enrollment options in the various benefit offerings, such as medical, dental, life and flexible 

spending accounts 

 Create and distribute benefits orientation packets to new employee enrollments educating them 

on their entitlements 

 Work with payroll for processing employee payroll deductions as required 

 Conduct monthly audits of enrollees to ensure that all employees are covered accurately 

 Process all benefit related forms such as enrollments, terminations or change requests 
 

Why you will succeed? You bring with you: 
 3 to 5 years Human Resources generalist experience 



 University and/or college education, preferably in a discipline related to Human Resources 

 CHRP/CHRL designation or in pursuit of the designation is considered an asset 

 Knowledge of employment legislation across provinces, employee relations and HR best 

practices 

 Resourceful logical thinker and process-oriented with excellent attention to detail  

 Ability to act with discretion and confidentiality 

 Proven interpersonal skills (e.g. tact, diplomacy) with ability to build strong relationships across 

multiple levels 

 Solid communication and written skills 

 Accountability to deliver expected outcomes and initiatives and act on opportunities for 

improvement, with a track record of execution 

 Demonstrate sound judgment to collaborate with internal partners and work independently 

 Strong ability to synthesize information, analyze data & provide summary of analysis 

 Demonstrated ability to balance conflicting priorities of demanding and diverse client groups 

within a changing environment 

 Advanced skill level in Microsoft Office 

 Experience with HR systems including ATS 

 Bilingual preferred  

 Experience working in a small organization in the public sector is ideal 

 
In addition to a competitive salary,  Futurpreneur offers a comprehensive benefits package, health spending 
account, RRSP matching plan, tuition reimbursement, parental leave top-up plan, and 3 weeks starting 
vacation. 
 

Our Team 
 
Futurpreneur is built on the foundation of supporting others, and our culture is a reflection of that. We are a 
group of diverse individuals with experiences across sectors but who are like minded and passionate about 
the work we do. Though our team members are located throughout Canada, our collaborative work 
environment ensures that we work, grow, and learn together. The service we provide to our clients leaves us 
with a deep sense of accomplishment, which spreads an energetic and positive atmosphere throughout the 
organization. 

 
How to Apply 
 
Please submit your application with your resume and cover letter, outlining salary expectations 
online: Apply here by 11:59pm EDT on June 30, 2016. 
 
Futurpreneur Canada is committed to providing employment accommodation in accordance with the Ontario 
Human Rights Code and the Accessibility for Ontarians with Disabilities Act. If contacted for an employment 
opportunity, please advise Human Resources if you require accommodation. 

We thank all applicants for their interest, but only candidates receiving serious consideration will be 
contacted.  No phone calls or agencies please. 

 

https://www.fitzii.com/apply/7269

