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Job Title: 		EDI Coordinator 
Job Number:			X-507 | VIP: 2089		
Band:			Exempt-4								
Department: 		Equity & Human Rights Office	
Supervisor Title: 	Director, Equity & Human Rights
Last Reviewed:			March 31, 2026

JOB PURPOSE:
Reporting to the Director, Equity & Human Rights, the EDI Coordinator provides administrative, operational, and coordination support to the Equity & Human Rights Office. The role supports intake and case management processes, scheduling and communications, office operations, data tracking, and the implementation of human rights, accessibility, and EDI-related initiatives.
The position requires exceptional discretion, attention to detail, and the ability to work with sensitive information related to human rights concerns, complaints, investigations, and equity initiatives. 
Key Activities:
Administrative Support
· Provides calendar management, meeting coordination, and travel arrangements for the Director and Human Rights Office team.
· Prepares agendas, meeting minutes, correspondence, briefing notes, and confidential documents. 
· Oversees daily office operations, including reception duties, responding to inquiries, and triaging communications to appropriate team members.
· Maintains secure filing systems (digital and physical) for sensitive case files, policy documents, and training materials.
· Supports purchasing and tracking departmental expenditures.


Case Intake & Tracking Support
· Supports the Director and advisors by coordinating intake processes for human rights, discrimination, and harassment matters. 
· Manages confidential intake documentation, ensuring accuracy, security, and adherence to privacy requirements.
· Maintains tracking systems for case timelines, follow-up actions, and resolution measures.
· Coordinates communication with parties involved in complaints to schedule appointments, interviews, and education sessions. Assists in monitoring outstanding tasks and action items resulting from meetings and communications.
Project & Initiative Coordination
· Assists with the implementation of EDI and human rights initiatives, including training programs, awareness campaigns, and policy consultations. 
· Supports monitoring and reporting processes by collecting and organizing data related to equity, and human rights indicators.
· Collaborates with campus partners to support communications, web content updates, and outreach related to human rights education. 
· Coordinates event logistics including room bookings, catering, A/V needs, parking, accessibility accommodations, promotional materials, and registration systems, based on models used in similar administrative programming roles.
· Supports the development of annual programming calendars that align with key dates (e.g., Black History Month, Pride, International Day of Persons with Disabilities) and institutional EDI priorities identified by the Director.
· Works collaboratively with campus partners, including Colleges, Student Affairs, Communications, Accessibility Services, and student groups, to ensure programming is well supported and broadly communicated.
· Maintains up‑to‑date event information on the Human Rights Office website and contributes to university‑wide calendars to promote visibility of EDI programming. 
· Collects feedback, attendance data, and participant evaluations and assists in reporting on program reach, engagement, and effectiveness.
· Supports the Director in developing materials, resources, and documentation for training, workshops, and institutional initiatives that advance human rights and equity goals.
· Provides onsite support for major events, including setup, sign‑in, accessibility coordination, and liaising with presenters, facilitators, and participants.
· Other duties as assigned by supervisor.
Education Required:
· University Degree (General) required.
Experience/Qualifications Required:
· One (1) to two (2) years of experience in an administrative role.
· Strong communication skills (written and verbal) and the ability to draft polished documents. 
· Demonstrated ability to manage multiple priorities, maintain attention to detail, and handle confidential information with discretion.
· Strong organizational, coordination, and problem‑solving skills.
· Experience with event coordination or project support.
· Proficiency in Microsoft Office Suite, digital filing systems, and web content management tools.
· Understanding of equity, diversity, inclusion, human rights, discrimination, accessibility (AODA), and related concepts.
· Experience working with diverse communities and navigating sensitive or complex interpersonal situations.
· A satisfactory Criminal Record Check dated within the past 6 months may be required.
Trent Equity, Diversity, Inclusion and Accessibility (EDIA) Statement:
[bookmark: _Hlk149576751]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 accommodation as required for applicants with disabilities.
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