
 

   

 
 

 
 

POSITION ANNOUNCEMENT 
COMMUNITIES PROGRAM ASSISTANT 

 
Program/Role:        Program Assistance and Meeting & Event Planning 
Location:                 Minneapolis Office: 2801 21st Avenue South, Suite 220  
Reports to:              Vice President for Communities 
Type of Position:   A full-time, one-year position with possibility of extension to an 

additional year, designed for a recent college graduate.   
Compensation:       Salary commensurate with experience. Benefits include stipends 

for communication and health, 401(k) retirement plan & paid time 
off. 

 
INTRODUCTION: 
 
GPI’s Vision & Working Culture 
A nonpartisan, nonprofit, Great Plains Institute is transforming the energy system to benefit the 
economy and environment. For the last 20 years, the Institute has worked on energy solutions 
that strengthen our communities, grow the economy, and improve lives while reducing 
emissions. 
 
GPI is building on a 20-year track record of brokering novel energy solutions among disparate 
interests and catalyzing the deployment of the most promising clean energy technologies and 
practices. We value consensus building, dialogue, and long-term relationships with the people 
and institutions that have the ability to help transform our energy system. 
 
GPI has a fast-paced entrepreneurial culture in which people enjoy both great freedom and 
great responsibility. People who thrive in this culture take personal responsibility for seeing what 
needs doing and getting it done. They are self-starters, problem-solvers, and quick to help 
others. They work hard because they believe in the mission and get to spend most of their time 
at the intersection of what they love to do and are good at. It’s a working environment in which 
performance is judged more on results than on time spent in a particular chair. We aspire to 
make this the best job anyone has ever had. 

 
GPI’s Communities Work 
Roughly one quarter of GPI’s work is direct assistance to communities helping them to 
take bold action on clean energy and climate.  Our vision is that sustainability and action 
on clean energy and climate is the norm for all communities.  GPI’s Communities work 
is primarily in Minnesota, but we collaborate regionally and nationally to accelerate 
change in other states and shorten the learning curve for all.  Our work includes: 

 
• Minnesota's GreenStep Cities program, which encourages and assists local 

governments in adopting proven sustainable development policies and practices. 
• Supporting energy efficiency and renewable energy projects in the Twin Cities 

metropolitan area through the Metro Clean Energy Resource Team (CERT) 

https://greenstep.pca.state.mn.us/
https://www.cleanenergyresourceteams.org/


 

   

• Advancing city-level solar best practices by helping cities to be “solar-ready” and 
certified through the SolSmart, a national assistance and recognition program to 
reduce local barriers to solar development. 

• Local sustainability and energy planning assistance, available on a fee-for-service 
basis 

 
THIS POSITION: Communities Program Assistant 

 
To further support our audacious mission and vision, GPI is looking for a recent college 
graduate for a two-year, full-time position to assist the Communities Team.  The 
Communities Program Assistant must be passionate about climate, energy and 
community-scale action and enjoy working in an ever-changing environment that is 
mission-driven and consensus oriented.  The Program Assistant will work for the Vice 
President for Communities and will provide assistance to the other Communities team 
members and, at times, others at GPI.  The ideal candidate will have the ability to 
exercise good judgment in a variety of situations, maintain a realistic balance among 
multiple priorities, perform a wide variety of tasks, utilize effective methods for time 
management and prioritization of work, and possess the ability to identify and address 
urgent and important needs in a dynamic, fast-paced environment. Hours may be 
flexible and are typically Monday through Friday during the business day; some nights 
and weekends may be required. 

 
POSITION RESPONSIBILITIES:  Include but are not limited to: 

 
• Program Assistance:  Provide assistance with Communities team projects 

including (about ⅔ of the time):   
o Coordinate and promote GreenStep Cities workshops:  assist in 

coordinating all aspects of energy-focused workshops and webinars.  
Program staff identify workshop topics and a lead workshop organizer.  
Program Assistant works with program organizer to ensure that the 
workshop is developed and to handle all logistics 

o Provide research and analytic support to Communities programs.  This 
can include phone or in-person interviews and web research 

o Compile research results in useful format.  In some cases, this will be 
short written reports and in others, spreadsheets or databases 

o Assist with data analysis 
o Research and write case studies and blogs 
o Schedule meetings for Communities team staff, including via Zoom video 

conference 
o Assist with administrative tasks related to grants and other funding 

sources, both for funds coming into GPI and for contracts to external 
partners 

o Provide support for community-based clean energy projects and 
programs, including CERTs Seed Grants and solar energy projects. 

https://www.solsmart.org/


 

   

o Support Metro CERT administration including supporting steering 
committee meetings, documentation and updates to contact lists. 

o Other programmatic assistance as needed 
• Meeting Planning:  Take the lead in planning GPI’s Communities meetings and 

events (about ⅓ of the time). GPI meetings can range from two-hour affairs to 
full-day event.  Specific tasks include: 

o Meet with relevant GPI program staff to understand their meeting 
objectives and requirements 

o Assist program staff with project logistics 
o Manage live webinars, including recording both video and audio portions  
o Identify and secure suitable venues for meetings 
o Work with Metro CERT director to plan and execute the Metro CERT 

annual event planned for the fall of 2018 
o Take care of other event logistics including travel and lodging for 

participants and speakers; food and catering; meeting notes; meeting 
handouts and packets; name tags; on-site signage; etc.  

o Serve as the point of contact for speakers & participants’ logistical needs 
o Organize registration of event participants, which often includes working 

with an online service such as Eventbrite 
o Work with program staff to update the GPI website with event information 

and updates following the event (e.g. outcomes, post event materials) 
o Conduct post-event evaluations to determine how to improve future events  
o Help solicit sponsorships for meetings where appropriate 

 
WORK EXPERIENCE AND SKILLS REQUIREMENTS:  

 
• Bachelor’s Degree with environmental studies, sustainability, energy, and/or 

climate experience or coursework a plus 
• Excellent research, writing, and verbal communications skills  
• Ability to work for many different people, juggle multiple tasks in an organized 

way, and “manage up” to ensure that you are effective in your role  
• Detail-oriented and able to work independently  
• Excellent time and deadline management, project management and team 

relationship skills 
• Commitment to the mission and goals of the Great Plains Institute 
• Passion about solving the climate problem and about the potential for aggressive 

local climate and clean energy action  
• This is an ideal position for a recent college graduate looking for work experience 

before graduate school  

 
REPORTING STRUCTURE: 

 



 

   

Reports to the Vice President for Communities.  The person in this position will 
coordinate with program staff on specific projects and the Administrative Manager & 
Event Planner on meeting planning where needed. 

 

EQUIPMENT USED: 
 

Desktop computer and/or laptop, projector, webcam, copier, fax machine, calculator, 
printer, office telephone, cellular phone. 

 
PHYSICAL REQUIREMENT: 

 
Requires working at a desk (either sitting or standing) for extended periods. Extensive 
use of computer human interface devices (e.g., keyboard, mouse), as well as usage of 
telephone/headset. Requires lifting of boxes up to 20 pounds on occasion (e.g. carrying 
meeting supplies to an event venue. 

 
POSITION TIMING:   

 
Position will begin in late July or early August 2018.  This one-year position may be 
extended for an additional year dependent on funding availability.  

 
HOW TO APPLY:   

 
Send your application materials including a one page cover letter, writing sample, and 
resume, with the subject line: “Communities Program Assistant-[your surname]” to 
careers@gpisd.net. Optional materials could include references and salary requirement.  
A single PDF of all materials is preferred.  Deadline for application is Thursday, May 
24th. 
 
This is one of two position descriptions being issued at the same time. Please indicate 
the position(s) for which you are interested in applying. 
 
BACKGROUND ON GREAT PLAINS INSTITUTE:  

 
The Great Plains Institute (GPI) is a tax-exempt 501(c)3 nonprofit corporation based in 
Minneapolis, dedicated to transforming the energy system to benefit the economy and 
environment. For the last 20 years, the institute has worked on energy solutions that 
strengthen our communities, grow the economy, and improve lives while reducing 
emissions:  www.betterenergy.org. 

 
The Great Plains Institute is an Equal Opportunity Employer and welcomes a wide 

diversity of applicants. 

mailto:careers@gpisd.net
http://www.betterenergy.org/

