2025/2026 WORK STUDY PROGRAM - JOB POSTING

Before applying for a Work Study funded job, students must apply for eligibility to participate in the
program. Please visit our website for instructions.

JOB TITLE: BUDG 2 - Campus Planning Assistant

DEPARTMENT NAME: Campus Planning & Sustainability

CONTACT NAME: Juliet Van Vliet

JOB DESCRIPTION:

The Office of Campus Planning and Sustainability (OCPS) is seeking a student to assist with research and coordinating engagement activities. This role is ideal for students
interested in Indigenous studies, urban planning, architecture, geography, public administration, or related fields. The successful candidate will work closely with two campus
planners, gaining hands-on experience in the planning and development of university spaces.

Research and project support:

Conduct background research on best practices in land based learning, campus planning, design principles, sustainability.
Collect, organize, and summarize data from internal and external sources (e.g. literature reviews, data analysis).

Assist in preparing reports, presentations, and visual materials for projects.

Engagement:

Schedule and coordinate interviews, meetings, and workshops with a diverse range of groups including Indigenous community members, Elders, faculty, staff, students.
Prepare and distribute meeting materials, agendas, and follow-up notes.

Support the development and implementation of engagement strategies (e.g., surveys, focus groups).

General office support:
Assist with administrative tasks as needed.
Participate in team meetings and contribute ideas to planning initiatives

QUALIFICATIONS:

Interest in campus planning, Indigenous studies, environmental design, or related fields.

Strong organizational and time-management skills.

Commitment to justice, equity, and external communications across diverse groups.

Proficiency with Microsoft Office Suite; experience with mapping, survey, or design tools is an asset.
Ability to work independently and collaboratively.

Experience or interest in working with Indigenous communities or knowledge systems is an asset.

JOB LOCATION ON-CAMPUS: remote on campus hybrid |

HOW TO APPLY:

Cover letter and resume via email to:

Juliet Van Vliet

Campus Planner, Office of Campus Planning & Sustainability
julietv@uvic.ca
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