
   

 
 
 
 
 

POSITION ANNOUNCEMENT 
ELECTRICITY PROGRAM ASSISTANT 

 
Program/Role: Electricity Program Assistant 
Location:  Minneapolis Office: 2801 21st Avenue South, Suite 220 
Reports to: Electricity Project Manager for daily tasks; Vice President of Strategic 

Initiatives for organizational functions. 
Type of Position: Full-time for one year; continuation dependent on funding 
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 Electricity Work 
The goal of GPI’s electricity work is to enable a nearly zero-carbon electric system that can 
support the additional load brought on by electrification of other energy uses. To achieve this, 
we take a systems-level approach, working at multiple scales and with a diverse range of key 
actors. We work with groups of state environmental and energy regulators to develop and 
implement decarbonization roadmaps; within the Midcontinent Independent Systems Operator 
stakeholder process on market rules and the transmission build-out; with states, utilities, and 
other interests reforming the utility business model to align financial interests with a low-carbon 
energy system; and with states, local governments, and other key actors to bring down the 
implementation (or “soft”) costs of solar and increase consumer demand for zero-carbon 
electricity. 
 



   

THIS POSITION: Program Assistant, Electricity 
 
The role of the Program Assistant (herein “PA”) will be to support the Electricity team in various 
administrative and program capacities. The PA would be expected to work both independently 
and with colleagues on projects.  The successful candidate will complete various work elements 
from conception to completion in a timely manner and also be able to follow direction that may 
be detailed or minimal.  The ideal candidate will have the ability to exercise good judgment in a 
variety of situations, maintain a realistic balance among multiple priorities, utilize effective 
methods for time management and prioritization of tasks, and possess the ability to identify and 
address urgent and important needs in a dynamic, fast-paced events environment. Hours may 
be flexible and are typically Monday through Friday during the business day; some nights and 
weekends may be required. 
 
Project Descriptions 
The Electricity Program Assistant will work primarily on the following projects: 
 

• e21 Initiative: The e21 Initiative aims to develop a more customer-centric and 
sustainable framework for utility regulation in Minnesota that better aligns how utilities 
earn revenue with public policy goals, new customer expectations, and the changing 
technology landscape. Now in its third and final phase, e21 is engaging Minnesota’s 
electricity system stakeholders through open public forums, key stakeholder 
roundtables, and dedicated pilot project action teams. 

 
• Twin Cities Small Business Energy Initiative: The Twin Cities Small Business Energy 

Initiative is a new partnership-based effort in the Twin Cities that seeks to bring together 
local business development organizations (e.g., chambers, associations), municipalities, 
energy utilities, financiers, utility-funded energy service providers, and other 
stakeholders to dramatically expand energy efficiency and renewable energy adoption 
among small and medium businesses throughout the Twin Cities. 

 
• Other Projects: In addition to the projects listed above, the Program Assistant may be 

asked to work on other projects under the electricity programmatic area, including work 
on utility and regulatory innovation in other states. 

 
 
POSITION RESPONSIBILITIES include but are not limited to: 
 
A. Direct administrative support to staff members in the Electricity programmatic area. 
B. Help to coordinate and provide meeting and other administrative and program support to the 

following projects: 
a. e21 Initiative 
b. Twin Cities Small Business Energy Initiative 
c. Other projects as directed 

C. Provide meeting planning support to the projects listed above for both small and large 
meetings, including the following: 

a. Work with GPI’s Meeting Planner to identify and secure suitable meeting venues 
b. Coordinate food and beverages as needed 
c. Prepare meeting materials such as registration pages, agendas, invitations, 

nametags, and speaker bios 
d. Record and edit meeting notes 
e. Assist with meeting communications, including invitations, updates, and follow-ups 



   

f. Assist with meeting follow-up, including posting materials online, developing post-
meeting surveys, and tracking follow-up tasks 

g. Manage meeting technology for in-person and web meetings, including using video 
conferencing software, microphones, projectors, laptops, and video cameras. 

D. Assist with managing program contact databases, including adding new contacts and 
updating contact information for existing contacts 

E. Participate in regular project staff calls 
F. Assist with administrative tasks related to grants and other funding sources, both for funds 

coming into GPI and for contracts to external partners 
G. Other programmatic assistance as needed 
 
WORK EXPERIENCE AND SKILLS REQUIREMENTS: 
 

• Bachelor’s Degree 
• Demonstrated knowledge and interest in public policy and energy, environmental and 

related issues 
• Experience or interest in meeting planning and/or meeting facilitation 
• Excellent research, writing, and verbal communication skills 
• Conscientious about managing relationships with a large number of external partners and 

members 
• Able to work well with people from a variety of backgrounds and with a variety of political 

perspectives who may be very different from yourself 
• Ability to work for several people, juggle multiple tasks in an organized way, and take 

responsibility for following up on assignments without being reminded 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 

 
REPORTING STRUCTURE 

• Reports to Electricity Project Manager on a day-to-day basis, and to the Vice President 
of Strategic Initiatives for organizational functions. This individual will also work with a 
variety staff within the projects listed above.  

 
EQUIPMENT USED: 
 
Desktop computer and/or laptop, copier, calculator, printer, telephone 
 
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. May require lifting of boxes up to 20 pounds on occasion.   
 
POSITION TIMING:  We intend to hire as soon as we find the best candidate. 
 
HOW TO APPLY:  Send your application materials including a one page cover letter, resume, 
and writing sample via email in Portable Document Format (pdf) to careers@gpisd.net with 
subject line: “Program Assistant-[your surname]”. Optional materials could include a writing 

mailto:careers@gpisd.net


   

sample, professional references, and salary requirement. A single pdf of all materials is 
preferred. Deadline for application is Thursday, May 24th, 2018. 
 
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. 

http://www.betterenergy.org/
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