2024/2025 WORK STUDY PROGRAM

JOB POSTING
JOB TITLE: CFGS 2 — POLIS Communications & Research Assistant
(CUPE)
DEPARTMENT NAME: CFGS
CONTACT NAME: Laura Brandes

JOB DESCRIPTION:

The POLIS Water Sustainability Project is seeking a motivated and highly organized Communications
& Research Assistant. The successful applicant will be an active member of the POLIS team and
assist with various events (virtual, hybrid, and/or in-person), project communications, research
support, and general project assistance as needed.

Event Support: POLIS hosts regular meetings, events, and webinars. This position requires a variety
of event support duties, including: event promotion and communications; meeting scheduling and
logistics; emailing invitations; tech support; collecting RSVPs; note-taking; processing
reimbursements; and drafting summary reports.

Communications Support: This position will assist with compiling our quarterly POLIS e-

APPLICANTS MUST BE ELIGIBLE TO PARTICIPATE IN THE WORK STUDY PROGRAM
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Hours of work can be flexible and may vary from week to week. The student will be supervised by
POLIS’ Communications Director and work closely with other members of the POLIS team. POLIS is
committed to mentorship and skills development tailored to the successful candidate’s specific
interests.

We are strongly committed to creating a diverse workplace environment. We are an equal opportunity
employer and will provide accommodation during all steps of the hiring process, upon request, to
applicants with disabilities.

JOB LOCATION ON-CAMPUS: Sedgewick C199

(remote work as required following public health guidelines and precautions)

WORK STUDY WAGE: $18.50/hour (including 4% vacation pay)
DEPARTMENT TOP UP: $1.50/hour (plus 4% vacation pay)
HOURS AVAILABLE: 175
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