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: CANA 2 - Special Projects Intern

DEPARTMENT NAME: CanAssist

CONTACT NAME: Paul Green

JOB DESCRIPTION:

We are seeking a motivated and detail-oriented student intern to support CanAssist’s organizational growth and operations through a variety of special projects. This
internship offers a unique opportunity to contribute to meaningful work that supports the inclusion and participation of people with disabilities. The ideal candidate is
curious, organized, proactive, and eager to learn about nonprofit operations, partnerships, and strategic planning.

Help track and organize data related to business development efforts

Assist in researching potential organizational opportunities

Contribute to internal process improvement initiatives (e.g., workflow tools, templates, documentation)

Participate in the planning and coordination of meetings, events, or stakeholder engagements

Conduct benchmarking or environmental scans to support strategic projects

Provide general support and coordination support as needed

Support the preparation of materials, proposals, and presentations

QUALIFICATIONS:

Currently enrolled in a related program (e.g., Business, Public Administration, Nonprofit Management, Social Sciences, or related field)
Strong organizational skills and attention to detail

Excellent written and verbal communication skills

Proficient with Microsoft Office Suite (Word, Excel, PowerPoint); experience with CRM tools an asset

Interest in disability inclusion, nonprofit work, or community engagement

Self-motivated, dependable, and willing to learn

- LOCATION ON-CAMPUS: remote on campus hybrid |

HOW TO APPLY:

Please submit your resume and a brief cover letter outlining your interest in the position to:
Carolina G. CORTES

Executive Director

CanAssist

carolinacortes@uvic.ca



greenp
Highlight

greenp
Highlight


	1: CANA 2 - Special Projects Intern 
	2: CanAssist
	3: Paul Green
	JOB DESCRIPTION: We are seeking a motivated and detail-oriented student intern to support CanAssist’s organizational growth and operations through a variety of special projects. This internship offers a unique opportunity to contribute to meaningful work that supports the inclusion and participation of people with disabilities. The ideal candidate is curious, organized, proactive, and eager to learn about nonprofit operations, partnerships, and strategic planning. 

Help track and organize data related to business development efforts  

Assist in researching potential organizational opportunities 

Contribute to internal process improvement initiatives (e.g., workflow tools, templates, documentation) 

Participate in the planning and coordination of meetings, events, or stakeholder engagements 

Conduct benchmarking or environmental scans to support strategic projects 

Provide general support and coordination support as needed 

Support the preparation of materials, proposals, and presentations 
	QUALIFICATIONS: Currently enrolled in a related program (e.g., Business, Public Administration, Nonprofit Management, Social Sciences, or related field) 

Strong organizational skills and attention to detail 

Excellent written and verbal communication skills 

Proficient with Microsoft Office Suite (Word, Excel, PowerPoint); experience with CRM tools an asset 

Interest in disability inclusion, nonprofit work, or community engagement 

Self-motivated, dependable, and willing to learn 
	HOW TO APPLY: Please submit your resume and a brief cover letter outlining your interest in the position to:
Carolina G. CORTÉS
Executive Director
CanAssist
carolinacortes@uvic.ca
	Check Box1: Off
	Check Box2: Off
	Check Box3: Yes


