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: CERE 1 - Events Assistant

DEPARTMENT NAME: Ceremonies & Events

CONTACT NAME: Jeanie Gunn, Senior Manager, Ceremonies & Events

JOB DESCRIPTION:

The UVic Ceremonies and Events office is looking for a dynamic and enthusiastic Events Assistant.
In this role, you'll help coordinate and support a variety of events—both on and off campus—that
celebrate academia, student life and UVic's strong connection to the community.

QUALIFICATIONS:

What we're looking for:

- strong organizational skills, attention to detalil

- great time management and communication skills

- ability to manage multiple projects, either independently or as part of a team

- confidence in handling confidential information with professionalism, tact and discretion

- proficiency in MS Office (Outlook, Word, Excel, Teams) and solid proofreading skills

- flexible availability, events may take place outside of regular business hours (including evenings).

JOB LOCATION ON-CAMPUS: remote on campus |[] hybrid

HOW TO APPLY:

Email your cover letter and resume, along with two references and your approved Work Study
hours, to Jeanie Gunn, Senior Manager Ceremonies & Events at jmgunn@uvic.ca.
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