
 

POSITION DESCRIPTION 

Program Coordinator, Plug In BC 

Bring your talent, energy and experience to this unique opportunity. The Fraser Basin Council 
(FBC) is seeking a full-time staff member to work as part of the Climate Change and Air Quality 
team, in its Plug In BC program. Plug In BC works in collaboration with multiple stakeholders to 
support the transition to vehicle electrification, and delivers several provincial funding programs 
for electric vehicles, charging infrastructure and outreach activities. 

Take on the challenge of: 

 Developing communications materials related to key program areas that focus on electric 
vehicles, fleets and charging infrastructure deployment 

 Engaging with individuals, organizations, fleets and other stakeholders on program updates 
and opportunities 

 Acting as a point of contact and providing program information and guidance to prospective 
program participants / grant applicants 

 Providing support and solutions for fleet managers and other stakeholders on electric vehicle 
and infrastructure deployment 

 Updating client contact databases and tracking project status and completion 

 Working with finance staff to ensure accurate financial tracking and reporting 

 Coordinating and organizing collaborative meetings and events 

 Making use of digital and online tools such as webinars, contact tools and social media to 
reach our dispersed audiences 

 Working with the Plug In BC team on strategic planning and program development. 

If this sounds perfect for you, here’s what would make you the right fit: 

 Strong coordination skills with demonstrated experience in managing and tracking projects or 
contracts 

 Strong attention to detail 

 Exceptional and diverse communications skills 
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 Experience with digital communications and proficiency in Adobe InDesign as well as website 
content management systems 

 Proficiency in business writing and office computer skills, as well as use of digital engagement 
technologies such as webinars, contact management systems and social media 

 Familiarity with financial management using standard business tools such as Excel 

 Proficiency in business writing skills, office computer skills, general office procedures and 
financial calculations 

 Familiarity with clean energy and energy-efficient technology; technical knowledge of electric 
vehicles and charging infrastructure 

 Knowledge of fleet efficiency technologies and practices (not mandatory but an asset) 

 Enjoyment in working in a dynamic team environment 

 At least two years of recent related experience 

 A Bachelor’s degree in a related field such as planning, business, sustainability or 
environmental management. 

This position is based in our Vancouver office and will begin November 15, 2018 or as soon as 
possible (subject to a six-month probationary review). 

Please apply by sending a cover letter and resume to careers@fraserbasin.bc.ca by October 31, 
2018. 

About the Fraser Basin Council 

The Fraser Basin Council (FBC) is a non-profit society that advances sustainability in the Fraser 
River Basin and across BC. Established in 1997, the Council is a collaboration of four orders of 
government (Federal, Provincial, Local and First Nations) and those from the private sector and 
civil society. FBC helps bring people together to find solutions to sustainability issues, and works 
on such issues as flood management, smart planning for communities, climate change action and 
adaptation, air quality, green fleets, sustainable watersheds and fisheries, and sustainability 
reporting and education. 

FBC has delivered a variety of electric vehicle programs under the Plug In BC initiative, including 
incentives for charging station deployment, public education and outreach, and fleet support. 


