Job Title: Public Engagement Coordinator

Committee: Outreach Committee

Time commitment: 6 hours per week

Responsibilities:
Eco Trek Tours is entering our second year of operation and needs someone to distribute tour brochures and marketing material to elementary and secondary schools in North Vancouver, West Vancouver, Burnaby, and Vancouver school districts.  In addition, this position will be responsible for the email and phone campaign to past clients.  Detailed records will need to be kept for all communication attempts and successes.  This position will also develop a system for keeping records and monitoring progress.  This position will require the development of new public outreach methods that will ultimately increase our cliental base.

Qualifications:
      Ability to communicate well both written and verbally

      Access to public transportation or private vehicle for distributing material

      Able to work occasionally (a few hours a week) during school hours (Monday to Friday 8:30 – 3:30)

      An understanding of google documents is an asset

      Ability to establish and maintain detailed records and databases

