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Project NorWest MB Restart  
Project Coordinator 

Job Description 
 
 
Through support from the Rural Opportunities Fund, Community Futures Greenstone along with our 
partners Community Futures Parkland and Community Futures Cedar Lake will be providing 
entrepreneurial supports to clients in our regions to support business retention, expansion, and 
succession.  
 
Reporting to the General Manager for Community Futures Greenstone, the Project NorWest MB Restart 
Coordinator will be the main point of contact and coordination for all activities related to the three 
project pillars; education, coaching, and collaboration.  
 
Activities include but are not limited to: 
 

- Coordinating the delivery of a series of virtual workshops 

- Organizing speakers, workshops and/or training opportunities 

- Facilitating 1:1 and group coaching opportunities for clients 

- Exploring partnerships with other organizations  

- Promoting the activities of the project  

- Compiling and/or developing resource materials for use by staff or clients 

- Compiling program and participant data, and reports to funders and partners 
 
Core Responsibilities 
As the Project Coordinator, you will be a main contact for all inquiries from potential project 
participants, clients, coaches, community organizations, and project partners. You will assist in the 
planning and execution of project activities. You will also be responsible for the reporting and evaluation 
to measure success.  
 
The areas of responsibilities and percentage of time allocated for this role are as follows. Please note 
that these may change or be adjusted as the program evolves and grows. 
 
Education- Coordinating Workshops (15%) 

- Contacting speakers, 

- Promoting workshops 

- Managing registrations 

- Workshop delivery and follow-up 

 
Coaching- Coordinating Coaching Sessions (50%) 

- Recruiting coaches and advisors 

- Follow-up with client 

- Managing documentation 
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- Gathering testimonials and success stories 

 
Collaboration- Group Coaching Sessions (5%) 

- Contacting facilitators 

- Promoting sessions 

- Managing registrations 

- Attending sessions and follow-up 

 
Project Administration & Marketing (30%) 

- Social media, advertising, media interviews, presentations 

- Data collection and reporting 

- Collaborating with project management and partners 

 

 

 
The values and experience we’re looking for: 

- You’re reliable, punctual, professional, thorough, and creative 

- You’re a quick learning, self-starter  

- You’re adaptable and innovative, you own your mistakes and learn from them  

- You take a client-centered approach 

- You celebrate inclusivity and know how to engage diverse populations  

- You have project management experience and capacity to: independently plan, organize, prioritize, 
and coordinate tasks to achieve goals in an efficient manner  

- You have the flexibility to be at events early in the morning, over lunch, in the evenings, and over the 
occasional weekend 

- You have post-secondary education in a related field: business development, entrepreneurship, 
project management, community economic development  

- You have experience working with and planning for the success of entrepreneurs in a rural/northern 
context  

- You’re passionate about building community 
 
 
 
The position is an 11 month term at 30 hours per week.  Please send resume and cover letter to 
admin@cfgreenstone.com  
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