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Job Title: 		Special Projects Coordinator
Job Number:			X-297 | VIP: 1125			
Band:			EXEMPT-4								
Department: 			Equity and Human Rights Office				
Supervisor Title: 	Director, Equity and Human Rights
Last Reviewed:			November 10, 2025

JOB PURPOSE:
The Special Projects Coordinator supports the Director, Equity and Human Rights by assisting with project coordination, communications, and administrative tasks. The role helps to implement initiatives that promote human rights, antiracism, and accessibility, including coordinating events, maintaining project documentation, and supporting student volunteers and staff. The Coordinator also contributes to communication efforts, coordinates digital content, and ensures smooth daily operation of the office.
Key Activities:
Project Coordination
· Under the direction of the Director, implement projects in the areas of human rights, equity, accessibility and antiracism. Examples of such projects include:
· Organizing online and in person workshops.
· Creating a safe, inclusive environment for students through information sessions, like tabling. 
· Organizing events and campaigns.
· Supporting project committees and/or working groups.
· Collaborating with community partners. 
· Recruit and Train EDIA student staff and volunteers.
· Draft project reports as required and maintain all project-related documentation.
· Assist the Director in the actionizing the Recommendations of the Antiracism Task Force (ARTF) and Bill 166 compliance. 
Communications
· Under the direction of the Director, develop and implement a communications strategy for Bill 166 including elements of social, print, and visual media. 
· Manage EHRO’s website and EDIA blogs. 
Administration
· Provide administrative support to the daily operations of the Equity and Human Rights Office including handling correspondence, responding to inquiries, scheduling, and maintaining files and records.
· Assists the Director with subcommittee meetings including organizing logistics, follow-ups and minutes.
Education Required:
· General University Degree (3 year) or College Diploma (3 year) required. Specialization in Equity and Human Rights, Communications, Law or another area related to the mandate of the Office is an asset.
Experience/Qualifications Required:
· One (1) year of work experience involving project coordination and/or communications.
· Knowledge and/or experience in the areas of human rights, equity, accessibility and antiracism an asset. 
· Strong interpersonal and communication (written and verbal) skills.
· Proven analytical and reasoning skills.
· Ability to interact well with a diverse group of staff, students, faculty and community members/partners.
· Technological skills including the ability to appropriate utilize MS Office (Word, Excel, PowerPoint) and update/maintain websites (Drupal 7, HTML5).  
· Data management skills and experience working with spreadsheets and databases.
· Ability to handle contentious matters with sensitivity, confidentiality and tact.
Equity, Diversity, Inclusion And Accessibility (EDIA) Statement
Trent University aims to provide a safe, accessible, equitable, inclusive campus for everyone. It seeks to address barriers and promote the inclusion of equity deserving groups and encourages applications from Indigenous Peoples, Black and racialized persons, women, persons who are differently abled, and people of diverse sexual and gender identities. We value the lived experience of our candidates. We strive to make our recruitment, assessment and selection processes as accessible as possible and provide accommodations as required for applicants who are differently abled.
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