
An extensive research project on the state of indigenous  co-operatives in both BC and Alberta
Completing cross-jurisdictional scans on specific issues as they arise and compiling the information into concise reports
Ability to synthesize information and locate relevant research required

Record minutes at ACCA and BCCA committee meetings
Draft agendas in conjunctions with committee members
Work with multiple calendars and assist with scheduling
Microsoft Word, Outlook, and Teams knowledge required 

Organize data based on geographical locations 
Consolidate information from various sources into more concise spreadsheets 
Using Membershipworks to update correspondence and interactions
Microsoft Excel knowledge required and training to be provided for MembershipWorks

Assist with invitation delivery and follow-up
Coordinate with various vendors for quotes and attendance 
Attend in-person events to assist with setup and take-down

Special Assistant to the Manager of Government Relations   

The Opportunity
ACCA and BCCA are looking for a Special Assistant to the Manager of Government Relations to enter into a 3.5-month contract with us beginning in spring 2022. This position
has been designed for a summer student to gain experience in working with a non-profit aimed at helping co-operatives create a better community for Canadians. 

Job Description
Over the last year, both the ACCA and BCCA have developed a comprehensive Government Relations (GR) strategy. This strategy is aimed at positioning ACCA and
BCCA as an organizations capable of providing value to member co-operatives in support of their government relations objectives and advocating for priorities that
matter to Alberta and BC’s co-operative sector as a whole. We’re looking for a talented individual who can assist our GR Managers in both provinces with data
entry, research, event coordination assistance, and administrative support. 

Specific Tasks Include:
Research 

Administrative support

Data entry

Event Coordination (COVID protocol’s permitting) 

About You
Both ACCA and BCCA are high-energy, positive organizations that are passionate about advancing the co-operative sector in BC and Alberta. We’re looking to hire
someone that fits well with our team, and is equally motivated to work with our government relations team to help advance the co-operative movement. You will
work with the Manager of Government Relations in both BC and Alberta. 
The successful candidate will also have: 
• Current undergraduate/graduate student pursuing a degree which requires extensive research and writing such as Political Science, Business Management,
Sociology, History, English, or a similar field
• Previous experience in administrative or research roles is an asset
• Experience in event coordination will be an asset
• Awareness of current political and socio-economic trends 
• Excellent research skills.  • Strong writing skills
• Cultural sensitivity
• Proficiency in the Microsoft Office Suite Experience is required
• Willingness to attend in-person meetings and travel • Ability to attend meetings during evenings, weekends or holidays 

  
 


