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Job Title: Language Assessor (Part Time) 
Location: Regina, SK 

Program Description 

The Language Assessment and Referral Centre (LARC) is a Program of the International Women of 
Saskatoon (IWS) that is funded by Immigration, Refugees, and Citizenship Canada (IRCC). 

• Conduct screening to determine eligibility for federally funded language programs
• Provide free assessments to help determine clients’ current linguistic/language skills
• Present clients with options for federal language training (LINC) programs.

Duties and Accountabilities 

• Administer standard assessments of language skills using the appropriate test tools
incompliance with the approved placement guidelines and the Organization’s prescribed
policies and protocols

• Conduct appropriate screenings for literacy clients, using approved screening tools and
protocols

• Prepare interview rooms, including ensuring that sufficient test materials and other
required equipment are available for the testing process

• Ensure exceptional client service delivery and create a welcoming testing atmosphere for
clients

• Communicate with the LARC team any information on client needs pertinent to client
success and continuous improvement

• When working on a 7-hour work schedule, be responsible for conducting 6 new
assessments per day. While being flexible to accommodate the unique needs of the
clients. Notably, however, the quantity of assessments required to be conducted on any
given day will vary depending on the approved work hours/day

• In collaboration with other assessors, cross-check and agree on assigned language
benchmarks for all skills levels

• Provide client feedback and answer questions relating to their English Language
proficiency

• Using multiple strategies, administer paper and computer-based, on-site/in person at
LARCapproved facility, off-site/itinerant services in Moose Jaw and remote assessments
when required

• Prepare client Assessment Reports, collect all completed test materials and ensure proper
and secure storage according to LARC and CCLB Policies

• Ensure the privacy, confidentiality and security of client information, test materials, other
testing information and all other information pertaining to the Organization’s capacity to
serve clients

• Ensure testing materials and relevant forms are in adequate supply for testing days
• Communicate any security or confidentiality breaches to Management
• Work collaboratively with the Head Assessor in the person’s capacity as the Organization’s

liaison for the purposes of assessments/content expertise and assessment-related
questions

• Participate in mandatory team and general staff training, relevant professional
development trainings, meetings and calibration sessions
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• Maintain required professional certifications/standards for ESL/EAL teaching and Language
assessments professionals

• Be available to provide coverage in the absence of other assessors due to sick/vacation
days, including evenings and weekends.

• Any other duties as assigned by the LARC Saskatchewan Program Manager in order to
meet Program outcomes

Required Qualifications 

Education 
• University degree in Linguistics, Modern Languages or English
• Completion of TESL training program recognized by TESL Canada or Provincial teaching

credentials Minimum 250 hours and practicum: TESL Canada Level II Certification

Experience 
• Experience teaching ESL to adults for at least 300 hours

• Experience teaching LINC and/or Stage ½ is an asset

• Experience in the immigrant, refugee, settlement and integration sector is an asset

Demonstrated Knowledge 
• Knowledge of CLB demonstrated through use of and/or participation in CLB workshops and

Knowledge of ESL for ALL (Adult Literacy Learners)

Skills 
• Excellent Communication and Interpersonal skills
• Multicultural Awareness and Sensitivity
• Sound interviewing skills
• Excellent decision-making skills
• Demonstrated experience teaching/conducting assessment(s) in the field of ESL (L, S, R, W)
• Demonstrated knowledge of the process of second language acquisition
• Excellent English communication (oral & writing) skills
• Ability to multi-task and work under pressure with minimum supervision independently and

in cooperation/collaboration within a team
• Experience in the settlement sector and/or providing direct client services
• Excellent customer service, leadership, and problem-solving skills
• Proficient in MS Office Applications and applicable client data management systems
• Positive attitude, enthusiastic and upbeat personality
• Knowledge of issues/challenges in the immigrant/refugee/newcomer community

Other Requirements 

• Criminal Record Check obtained in the last 6 months: Required

• Copies of Education Certificates: Required

• Credential Verification: May be Required
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Details: 

Program/Department: Newcomer Orientation and Language Assessments 
Title of Immediate Supervisor: Newcomer Orientation and Language Assessments Manager 
Hours of work and schedule: Saturday, 9:00 am – 4:30 pm - Guaranteed 7 hours on Saturday (Can 
be placed on casual list for other days when coverage is needed) 
Wage/Salary: $30.90/hour plus MERCs
Employment Status: In-Scope & Term Contract 
Contract Expiry Date: March 31, 2025 
Work Location: Mainly in-office 
Application Process: Email cover letter, resume, and two direct supervisor references. Use the job 
title as the subject of the e-mail. We wish to advise that only those candidates who have been 
selected for an interview will be contacted. 
Application contact information: Human Resources/Operations Manager, International Women of 
Saskatoon, careers@iwssaskatoon.org 
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