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Canadian Black Chamber of Commerce 
   Program Coordinator 

Reports To: The Executive Director   Start Date: To be Negotiated 

The Canadian Black Chamber of Commerce (CBCC) is a non-profit Cultural Chamber of Commerce committed to 
economic development and connecting Black Businesses within Canada to all Afro Global communities and mainstream 
markets. We are the national voice that supports the Black Entrepreneurial spirit that builds wealth and prosperity through 
business ownership, Economic and Trade Development for the betterment of the Black Diaspora and the Canadian economy.  
We are here to support Black businesses and Black Entrepreneurs to succeed.  

Our vision is creating generational wealth and building trust. We will accomplish this through our mission of Advancing 
Black businesses through Networking, Advocacy, Trade and Education. We are here to engage, navigate, influence and 
collaborate with all Stakeholders for the success of Black Business ownership and Black Entrepreneurs within the Canadian 
and International markets that drive the Black business renaissance. 

The Canadian Black Chamber of Commerce is seeking a Program Coordinator. The Program Coordinator will have 
proven experience in leading and developing scalable programs and curriculum for a not-for profit organization or for-profit 
firm.  
The ideal candidate will have multiple years’ experience as an Adult Educator with proven Training and development, 
management and leadership skills. You must have patience and the ability to motivate and inspire people from diverse 
communities. 
 
The Program Coordinator is a full-time position on a contractual basis. You will assume the duties as outlined in the 
enclosed job description. Guided by the CBCC’s policies, mission, mandate and the Eco-system Fund Contribution 
Agreement, you are required to provide ongoing effective Program and Project Management duties for the Chamber and 
Ecosystem Projects.  
 
The position consists of strategizing, executing and implementing programs and projects geographically. The Program 
Coordinator will Coordinate and manage a wide range of activities designed to facilitate the research, planning, 
implementation, measurement and evaluation of all Chamber curriculum, projects and programs.  
 
You will lead in the development of expanding the Chamber Programs, guiding our Certification programs, Online 
Programs and our Learning management systems that focus on services to Black Entrepreneurs, of which include Women, 
Men, Youths, Seniors and persons with accessibility requirements. 
 
We are focused on serving established and start-up firms within the for-profit, non-profit or social enterprise sectors. We 
will accomplish this with a clear focus to Black Entrepreneurs within the service and manufacturing sectors of which 
includes but not limited to Retail, Wholesale, Online, AI, Technology, Textiles, Food, Clean Tech, Agriculture, mining, 
advance manufacturing, distribution, Consulting, Importing and Exporting. We will ensure that our members are exposed to 
potential investors, Loans, grants, Funding and Micro lending and Venture Capitalist. 
 
You will be the conduit between our clients, members and the delivery team. Your top priority is to build strong and trusting 
relationships with our members, partners and stakeholders. Your day is filled with variety as you work with members, 
clients, and internal stakeholders to ensure the Chamber programs and projects stay on time, on budget and in sync with 
project needs and guidelines. 
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Duties and Responsibilities: 

 Advocacy: You are an Advocate who ensures progressive development within the Black Community and will 
provide networking opportunities that promote business and Community development. 

 Business and Program Advisory: Your Business and Program Advisory duties when applicable will include 
working with Entrepreneurs and selected Business Advisors to ensure effective planning, budgeting, and 
advisory on projects, marketing, sales, branding strategies, business operations, and risk analysis are established. 
You will also ensure the execution of business strategies are in place to improve efficiency in the operations and 
financial management of the entrepreneurs enrolled in our Chamber Businesses Programs.  

 Scope of Work: You will work with department team, Staff, Business Advisors and the management team on 
our Strategic planning to establish and execute set budgetary mandates of established Contribution Agreements, 
partnerships, sponsorships, community engagement, enrollment and outreach. 

 Reports - you will also be required to report on the project progress by submitting monthly, quarterly annual 
Program reports. 

 Coordinate Planning and Program Management: coordinate the planning, design, implementation and 
evaluation of the projects and initiatives to meet the objectives of the CBCC and any Fund Projects within set 
timelines, mandate and budgets. 

 Data Collection and Communication:  Ensure confidentiality and review reports on a regular basis by working 
with stakeholders to improve processes and ensure data quality. Produce comprehensive materials reflecting 
innovative work to demonstrate impact. Share outcomes and best practices developed at CBCC through 
conference submissions. Develop presentations, reports and proposals related to existing or planned service 
delivery. Participate at external tables to share CBCC perspective and ensure involvement in broader planning. 

 Coordinate Program Participants: Articulate design rationale and function strategy as it directly relates to 
accomplishing goals set out. Where applicable, ensure Program Participants expectations are met and exceeded 
in terms of quality of product and service delivered. Provide soft-sales up-selling opportunities or articulate 
these opportunities as required to further driver Program Participants into paid membership.  

Evaluation 
Evaluation will be led by the Program Manager in conjunction with the HR Committee and shall be conducted as a 360 
degree balanced score card on a quarterly, semi-annual and annual basis. 
 
Compensation  
$20 per hour 

 This is an in-office position. Some flexibility will be given for hybrid scheduling when required.   
 Standard office hours 9am-5pm 

Qualifications: 
 

 Proven experience in customer service, member relations, or a similar role 
 Excellent verbal and written communication skills. 
 Strong organizational skills with the ability to manage multiple tasks simultaneously 
 Proficiency in Microsoft Office Suite and CRM systems 
 Experience in creating marketing materials (e.g., flyers, newsletters). 
 Ability to work collaboratively in a team environment. 
 Passionate about supporting black businesses and communities. 
 Candidates will need at least 2-4 years’ experience of working on or running programs. 
 Ability to work independently and as part of a team 
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 Excellent written and verbal communication skills 
 Work proactively with little supervision 
 Flexible and adaptive to a frequently changing environment 
 Taking and giving constructive feedback 
 Strong project management, leadership, and organizational skills 
 Close attention to detail and a high level of accuracy 
 Experience working with project management software tools is an asset.  
 Candidates should also have demonstrable experience in a leadership role. 
 Bilingual in French and English is an asset, but not required 

 
 
 
 How to Apply 
The deadline for applications is 5:00 pm on Friday February 28, 2025. 
 
All applicants are asked to submit a cover letter, resume, and the contact info for to Human Resources by email at 
hr@canadianblackchamber.ca using the subject line “Program Coordinator”. 
 
CBCC welcomes applications from diverse individuals who self-identify on the basis of any of the protected grounds under 
the Human Rights Code. Lived experience and intersectional identities are merit factors for hiring for this position. 

 
We are committed to full compliance with the Human Rights Code, the Accessibility for Ontarians with Disabilities Act, the 
Occupational Health and Safety Act, and all other applicable. 
 
We thank all applicants for their interest however only those selected for an interview will be contacted 
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1120 FINCH AVENUE WEST SUITE 501A, TORONTO ON M3J 3H7 
 

(416) 613-6206 (855) 687-6222  
info@canadianblackchamber.ca 


