
 

Job Announcement 
 
Position Title: Oregon Office and Program Assistant (internship) 
Reports to: Assistant Oregon Director and Assistant Director of Operations 
Duration: September 22, 2008 – December 15, 2008. A longer duration may be 
negotiated 
Hours/week: 20-25 hours 
Compensation: No financial compensation is available. 
 
Position Description 
The Cascadia Region Green Building Council (Cascadia) Oregon Office and Event 
Assistant will work with the Oregon office staff to assist with administrative, event 
coordination and communications tasks. This position is ideal for a student or young 
professional looking for experience in a growing, mission-driven organization. 
 
Responsibilities 
Primary: 

• Be able to communicate and promote Cascadia’s mission, Signal Issues, and 
programs to a wide audience in a variety of sessions 

• Answer the general Cascadia phone, assist callers with their questions (research 
answers when necessary), and/or direct calls to the appropriate staff person 

• Establish and maintain electronic and paper files and records for the office 
• Assist with planning, on-site logistics, and follow-up tasks for workshops and other 

events 
• Assist with logistical coordination for 2009 program planning 
• Conduct research to assist with programming 
• Take detailed notes at meetings and prepare meeting minutes 
• Assist with website maintenance, such as calendar postings, news updates, job 

postings, and other website editing 
• Assist with marketing and outreach for workshops and events  
• Provide miscellaneous office support and administration including but not limited 

to photocopying, faxing, general office organization, errands, and mailing 
• Maintain a professional appearance and demeanor 

 
Secondary: 

• Assist with coordination for Living Future 2009, e.g. logistical coordination, 
website maintenance, vendor communications, research, etc. 

• Assist with special projects as needed 
 
Characteristics  

• Energy and passion for green building  
• Profound desire to help reduce the environmental impacts of buildings and 

communities   
• Positive attitude, sense of humor, desire to learn, and grow personally and 

professionally   
• Excellent time management, communication and personal effectiveness skills   
• Well-organized, detail oriented, thorough and diligent   
• Ability to meet deadlines and work independently in a fast-paced environment  
• Ability to exercise judgment, common sense and patience; ability to solve problems  
• Curiosity, flexibility, creativity and enthusiasm   
• Personal integrity – Cascadia is guided by a strong moral and ethical underpinning   

  
 



 

Qualifications  
• Strong interpersonal and communication skills and the ability to work effectively with a wide 

range of constituencies in a diverse community  
• Excellent written and verbal communication skills  
• Knowledge of office management principles and procedures  
• Ability to work independently with little direct supervision  
• Information research skills 
• Solid skills with Word, Excel, Power Point, E-mail 

 
Other Desirable Qualities   

• Experience working in a professional office setting 
  
Benefits 
This is an excellent opportunity for a highly motivated and enthusiastic individual who is interested in 
being part of a dynamic and fast-growing non-profit organization with a critical environmental mission 
to:  

• Gain knowledge of green building and sustainability issues  
• Networking opportunities with green building professionals  
• Help a local non-profit and have fun!  
• Orientation and training  
• Meetings for support and ongoing education  

 
To Apply  
No calls, please. We will be reviewing résumés and setting up interviews for the week of September 8, 
2008. Send cover letter and résumé via e-mail (preferred) to jenny@cascadiagbc.org with the subject 
line of “Oregon Office and Program Assistant.”  
  
For more information about Cascadia Region Green Building Council please, visit our website at 
www.cascadiagbc.org. 

 


