
 

Job Posting:  Program Assistant 
2-Year Contract 

 
 

SUMMARY 

The Jane Goodall Institute of Canada supports wildlife research, education and conservation. The 
work of the Institute includes community-centred conservation initiatives in Sub-Saharan Africa 
and the Jane Goodall’s Roots & Shoots in Canada, the sustainability education and youth 
empowerment program of the Institute. 

Reporting to the Director, Programs, the Program Assistant provides operational and 
administrative support for Africa Programs and Jane Goodall’s Roots & Shoots. The Program 
Assistant will also assist with identifying opportunities to expand the Institute’s work in 
community-centred conservation, wildlife research, and environmental education. This is a two-
year contract (with possibility of renewal), and includes a benefit package. 

 

MAIN RESPONSIBILITIES 

Programmatic and Administrative Support 
 Assist in preparation of program reports, briefs, presentations; 

 Coordinate the translation, proofreading and editing of documents as required; 

 Support the development of program management documents, including monitoring and 
evaluation tools for JGI Africa Programs and Roots & Shoots; 

 Track Roots & Shoots funding and reports using Salesforce data base; 

 Organize project financial documents, ensuring all required back-ups are properly filed; 

 Support the review of project budgets and financial reports; 

 Maintain research database on community-centred conservation; 

 Coordinate meetings and conference calls, often over different time zones, including the 
preparation and distribution of meeting documents; 

 Provide logistical support for the Programs department, including reservations, visa 
applications, and other travel arrangements; 

 Organize electronic filing of Programs department documents using shared drives; 

 Act as the main contact person during the absence of the Director, Programs, following-
up on urgent matters with appropriate JGI staff. 
 
 



 
 

Proposal Development 
 Research opportunities to partner with federal and provincial governments, as well as 

academic and research institutions that support JGI’s mission and approach to the 
interconnectedness of people, animals and the environment; 

 Assist with grant proposal preparation as needed; 

 Coordinate with the fund development team to provide timely updates and reports for 
donors; 

 Maintain a tracking system of calls for proposals. 
 
 

SKILLS AND QUALIFICATIONS 

 University degree in environmental studies, conservation, international development or 
other relevant discipline; 

 Excellent communication skills (written and verbal) in English and French; 

 Outstanding writing, editing and proofreading skills including preparation of project  
reports and proposals; 

 Demonstrated ability to analyze project budgets and financial reports;   

 Experience working with results based management, and knowledge of monitoring and 
evaluation systems; 

 Exceptional organizational skills with a keen eye for details; 

 Solid understanding of climate change, and interrelation between community well-being, 
wildlife and habit protection;  

 Advanced computer skills in MS Word, Excel, PowerPoint and other web based 
communication technologies. 

 Knowledge of Salesforce software (customization and data management) an asset 
  

 

TO APPLY 

When you join JGI Canada, you are joining a committed team that is passionate about protecting 
wildlife and supporting communities to improve the lives of people, animals and the 
environment. To learn more about our work, visit our website www.janegoodall.ca. 

If you are interested in this opportunity, please submit your resume and a cover letter to 
bella@janegoodall.ca  with “Program Assistant” in the subject line. The deadline for application is 
Friday August 17th, 2018. 

http://www.janegoodall.ca/
mailto:bella@janegoodall.ca

