
 

 

SUSTAINABILITY OUTREACH ASSISTANT 
 

 

NATURE OF WORK:  Under the supervision of the Sustainability Outreach Coordinator, 

the incumbent will provide support on a number of City 

sustainability engagement initiatives. Work will 

include:  administrative duties, environment and sustainability 

related research, assistance with the development and 

implementation of programming and resources, and providing 

organizational and hands-on event support.   

 

This job description reflects the general details considered necessary to describe the principal 

functions of the job identified and shall not be construed as a detailed description of all the work 

requirements that may be inherent in such classification.  

 

The confidentiality of City affairs shall be respected and practiced at all times.  

 

ORGANIZATIONAL RELATIONSHIPS: 

 Reports to the Sustainability Officer  

 Work tasks are directed by the Sustainability Outreach Coordinator 

 Supports the Sustainability Outreach Coordinator with  public engagement and outreach 

activities and initiatives related to City Sustainability goals  

 Works closely with the Sustainability Projects Officer and the Parkland Conservationist    

 Develops and maintains partnerships with City staff in various departments, community 

organizations, institutions, other municipalities, professional groups and businesses on 

sustainability efforts. 

 Deals with the public with integrity and in a professional and courteous manner. 

 

PRIMARY FUNCTIONS/ACCOUNTABILITIES: 

 Administration of cosmetic pesticides application process 

 Supports Sustainability Officer and the Sustainability Outreach Coordinator with 

administrative tasks, research, report writing, funding applications, policy and program 

development. 

 Supports the Sustainability Outreach Coordinator in the development and delivery of 

sustainability-focused education campaigns and programs. Focus areas include but not 

limited to: energy; climate change; water; pesticides; health and wellness; active 

transportation; arts and culture; land-use planning; transit; food security; technology; urban 

forestry; youth retention; and waste reduction. 



 

 Assists the Sustainability Outreach Coordinator with the administrative and organizational 

tasks related to the Coordination of the Charlottetown Food Council.  

 Supports the Sustainability Outreach Coordinator with the organization and delivery of 

sustainability-focused public education initiatives, events and public consultation sessions in 

consultation with the Sustainability Officer and relevant Department Heads.  

 Creates marketing materials and strategies in consultation with the Communications Officer 

and Sustainability Outreach Coordinator. 

 Researches and develops resources and/or a program to educate, promote, and support 

sustainability within the business community in consultation with the Sustainability Outreach 

Coordinator. 

 Research and design voluntary neighborhood-based energy efficiency upgrade initiative in 

consultation with the Sustainability Officer, the Sustainability Outreach Coordinator, and 

other partners. 

 Researches best practices in the sustainability field in order to design effective programs and 

initiatives. 

 Performs other such related duties, responsibilities and functions as may be assigned. 

 

REQUIRED COMPETENICES: 

 Sound working knowledge of the field of sustainability. 

 Advanced knowledge of Microsoft Office programs and internet applications. 

 Ability to effectively communicate with strong writing, presentation and listening skills that 

promote understanding and clarity in a respectful manner.  

 Ability to coordinate event logistics and design marketing materials and presentations. 

 Ability to use social media platforms to increase public awareness for sustainability issues 

and programs. 

 Excellent organization skills to balance a number of tasks and complete work in a timely 

manner. 

 Excellent researching skills, survey development skills and the ability to complete effective 

funding applications. 

 Demonstrated ability to plan, organize and direct new programs. 

 A proven history of being a self-starter and taking initiative on new projects. 

 Ability to work independently with good self-motivation. 

 Good personal mastery and performance as a team player, with proven ability to role model 

the behaviours associated with a constructive culture and a commitment to health, wellness 

and safety. 

 Ability to work overtime to accommodate evening meetings and events as required. 



 

REQUIRED QUALIFICATIONS:   

 Currently pursuing or have completed a post-secondary degree or college diploma in 

environmental studies or in a field related to sustainability; education and outreach. 

 Must have a minimum of one (1) year experience in the area of sustainability related 

administration.  

 Experience working with Content Management Software is an asset. 

 Experience working with design software is an asset.  

 Occasional evening and weekend hours required. 

 A valid driver’s license is as asset. 

 An equivalent combination of education and experience may be considered. 

 

CANDIDATE ELIGIBILITY: 

 In order to be eligible for this position that is funded through the Canadian Parks & 

Recreation Association Green Jobs Initiative, candidates must meet the following criteria: 

 Candidate must be between 15-30 years of age 

 Candidate must have been registered as a full-time student last academic 

year, and must intend to return to school full time next academic year.  

 

COMPENSATION AND WORK TERM: 

 Position will begin May 13, 2019 and finish on August 30, 2019 

 This position will work 37.5 hours per week 

 Rate of pay is $16/hour 

 

How to Apply:  

Please submit a cover letter, detailed resume and references by e-mail. Your application must be 

clearly marked “Application for Sustainability Outreach Assistant” and submitted by 12:00 

PM, April 19, 2019 to HR@charlottetown.ca 

    

Only those applicants selected for an interview will be contacted. 

mailto:HR@charlottetown.ca

