
 

 

 

Employment Opportunity 

Galiano Conservancy Association 

Operations Coordinator 

    

 

September 9th, 2019 

       

 

Position Overview: 

The Galiano Conservancy Association seeks an Operations Coordinator to manage the human 

resources, communications, administrative support and logistical functions which are essential to 

the successful functioning of the organization, and oversee the daily maintenance of our land, 

infrastructure, and other capital assets. The Operations Coordinator reports to the Executive 

Director, and is one of a team of four other coordinators. 

 

Responsibilities: 

 

● Human resource management:  Apply policies, standards, and benefits on a day to day basis, 

including tracking of vacations and pay issues; support healthy staff workloads, including 

monitoring of quarterly progress against staff work plans; administrative and operational 

troubleshooting; orientation and administration of new staff and volunteers; general 

oversight and HR liaison for temporary staff and volunteers, management of international 

internship program (visas, accommodation); volunteer recruitment; ensure regular staff 

meetings and facilitate internal communications, team-based decisions, and minor conflict 

resolution where program coordinators cannot resolve issues.    

● Board support: Coordinate Board meetings; Take Board minute and keep records of policies; 

orientation for new Board members; work with Board and Executive Director on the 

development of new governance policies and procedures as needed.    

● Organizational management: Ensure compliance by staff and Learning Centre programs and 

projects with the organization’s risk management, and health and safety policies and 

procedures.  

● Infrastructure management: Oversee ongoing/daily management of infrastructure (bus, 

buildings, equipment, and service infrastructure), including overseeing contractors or staff 

for these services. 

● Project management: Assist Executive Director and other staff on projects as required, and 

support grant writing and preparation of reports to funders as required 

● Communications: Coordinate all GCA communications (website updates, social media posts, 

monthly Active Page column, e-news, and publications) either directly or overseeing 

contractors or staff for these services. 

● Event Coordination: Coordinate and oversee organizational events such as the annual 

Musical Walkalong for Learning and Annual General Meetings, Lions Fiesta and Canada 

Day Jamboree. This includes overseeing contractors and staff. 

 

 



 

Experience and Qualifications 

● Administrative experience, preferably in a charity or non-profit, including familiarity with 

non-profit financial management.  

● Knowledge of policies and best practices in human resource management. 

● Experience in communications and coordination of communications projects across media 

platforms and website management. 

● Experience managing contractors and small staff teams. 

● Class 4 driver’s license an asset. 

 

Personal attributes 

● Self-motivated, self-directed and organized, with attention to detail and commitment to 

excellence. 

● Dependable, meets deadlines, able to manage numerous tasks simultaneously and exhibit 

sound judgement on setting priorities. 

● Strong interpersonal skills and commitment to collaboration. 

● Excellent written communication skills. 

● Enjoys working in a team environment with a wide range of colleagues, including other staff, 

students, international volunteers, and local Board and volunteers.  

● Commitment to conservation. 

 

Compensation, location, and start date:  This is a 24 hours/week position based in our new 

program building at the Millard Learning Centre on Galiano Island, B.C., with a wage of $23-

$26/hour commensurate with skills and experience, and 3 weeks holiday. There is a possibility of 

32 hours/week depending on the candidate. Occasional weekend hours and/or extended work 

hours may be required. A shared-cost benefits plan is currently under consideration. Preferred 

start date is October 2019. 

 

Applications: Please bundle your resume with a cover letter outlining your interest and 

qualifications into a single PDF, citing the Operations Coordinator position,  and send by email 

to hiring@galianoconservancy.ca. Applications will begin to be considered September 14, 2019.  

We thank all applicants for their interest, but only those selected for interviews will be contacted. 

First interviews will be conducted in late September. This position will remain open until filled.    

 

 

About Galiano Island and the Galiano Conservancy Association: 

Galiano Island is located in the Salish Sea and Coastal Douglas-fir ecosystem, within the 

asserted, unceded and shared territory of the Penelakut, Lamalcha, Hwiltsum, and other 

Hul’qumi’num speaking peoples, as well as the ceded territory of the Tsawwassen First Nation. 

The Island is home to roughly 1,200 full time residents, and has basic commercial and health 

care services, an elementary school, and regular ferry service to Vancouver, Victoria, and 

neighbouring Gulf Islands, and seaplane service to Vancouver.  

 

The Galiano Conservancy Association is a community-based non-profit society and registered 

charity founded 30 years ago. Our mission is to protect, steward and restore Galiano Island 

ecosystems by creating a network of natural areas where a healthy environment, learning and a 

love of nature flourish. One of BC's first land trusts, the Conservancy owns or has covenants on 
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over 400 hectares (1,000 acres) of environmentally sensitive properties on Galiano, and has 

contributed to the protection of over 800 hectares (2,000 acres). We created and operate the 

Millard Learning Centre– a place of immersion in nature, action-oriented hands-on learning and 

self-esteem building programs that engage participants in sustainable, respectful practices from 

food security to renewable energy to ecological restoration. We also offer conservation mapping 

and have received international recognition for our innovative work in forest restoration.  

 

The GCA has an annual operating budget of ~$550,000, 10 full and part-time staff, and around 

10 seasonal co-op and summer students and international interns. We are governed by an active 

nine-member Board and supported by many community volunteers.  


