
 

 

 Hourly wage:  $18.60 
 Number of weeks:  8 
 Number of hours per week:  35 

o (Mon-Thursday 10am to 5pm, from home on Friday; and some additional evening or 
weekend work) 

 Anticipated start date: June 29 2026 

 

Bruce House is committed to ensuring our clients have access to equality, housing stability, supported 
independence, and opportunities for healthy living.  

Our clients are people living with HIV who may also be challenged with addiction, mental health 
issues, homelessness, poverty, and incarceration. We support a diverse population including members 
of the LGBTQ, ACB (African, Caribbean, and Black), and Indigenous communities as well as 
newcomers to Canada. 

 

 Assist with reception duties when needed (training will be provided on office phone 
system). Answering phone and greeting clients in a calm and friendly manner, listening, 
and offering a supportive figure when they are in the office. 

 Assist the Executive Director in updating volunteer program. 
 Assist with general office upkeep, including maintaining a tidy and organized space. 
 Providing support for staff including filing, mailing/emailing, assisting with fundraising and 

donor recognition, and general office support.  
 Assisting program staff by giving out food items from the pantry, gift cards, and other 

supplies as have been arranged/approved by program staff.  
 Assist program staff with client events (setup/clean up; distribution of information). 
 Assist with general office operations (training provided as required). 
 Assist with events and fundraisers. 



 

 English 
 French is highly desirable 

 

 Bruce House welcomes all applicants to apply (must meet Canada Summer Jobs eligibility 
criteria, see below). 

 Please do not hesitate to let us know if you need any accommodations in regard to 
accessibility.  

 Please ensure that you have submitted a resume and cover letter with your application: 
let us know why would you like to work with us! 

 As the Canada Summer Job Program is particularly intended to assist youth who may face 
barriers in the labour market we will take into account that applicants may lack previous 
employment experience and/or lack experience with formal job applications and 
interviews. Please ask if you need any clarification as to that is expected of you during the 
process. 

 

 Must be between 18 and 30 years old at the start of the employment period. 
 Must be a Canadian citizen, permanent resident, or person with official refugee protection. 
 Must have a valid Social Insurance Number (SIN) and be legally entitled to work in Canada. 
 Participants must be residents of the province or territory where they are applying. 
 International students holding temporary visitor visas, work visas, or student visas are not 

eligible.  

 

 

Send a resume and cover letter to: 

 Patrick James Morley 
 Manager, Communications & Capacity Building 
 Bruce House 
  



 Email (preferred): jobs@brucehouse.ca 

 Mail:  

Summer Job 
c/o Bruce House 
402-251 Bank St.   
Ottawa, ON  K2P 1X3 

 

 


