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Community Outreach and Registration Coordinator

Inno-Hive is a grassroots charity that delivers technology-rich, hands-on learning to
children, youth and adults. We bridge technology and sustainability to create equitable
access to education and skills training. This is done through STEM and digital literacy
programs, agri-tech and sustainable farming initiatives, and community partnerships
that support workforce development and social innovation.

We are looking for a part-time coordinator to keep programs organized, accessible and
ready to run. You do not need to be a specialist in every program area. You need to be
organized, responsive, good with people, and comfortable tracking details accurately —
we provide the project structure, tools and training.

Role title Community Outreach and Registration Coordinator

Type Part-time, project-based — Hours will depend on the project tasks
Rate $25-30/ per hour depending on experience

Contract October 1, 2026 to March 31, 2028

period

Schedule Weekday mornings, afternoons and evenings, plus some weekend

Community STEM Days. Availability for all events is required.
Locations Primarily Inno-Hive, 13175 Weston Rd, King City, plus partner
libraries, community centres, farms and community sites across
Ontario; some coordination, training and debriefs may be virtual
Start Date Fall 2026 — applications reviewed on a rolling basis

Position overview

The Community Outreach and Registration Coordinator supports participant
recruitment, partner outreach, registration, intake, attendance tracking, and participant
follow-up. The role is central to ensuring that Al Explorers reaches target communities,
fills workshops, tracks attendance accurately, and maintains clean data for reporting.

The programs you could be supporting

e STEM and digital literacy — coding, robotics, Al and career-readiness workshops
for schools, libraries and community groups.

e Agri-tech and sustainable growing — environment, sustainability, food and
farming related workshops.

e Circular economy — Circular Connect workshops helping York Region residents
reduce waste at the source and apply circular economy principles at home.

e Food and community — community gardens and food-security programming
delivered with partners such as York Region Food Network.
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What you'll do

Support outreach to libraries, community centres, Friendship Centres,
youth-serving organizations, accessibility/disability-serving partners and other
community organizations.

Coordinate participant registration for workshops and Community STEM Day
slots, including waitlists, reminders, attendance and follow-up.

Maintain registration lists, participant records, consent/status information,
voluntary demographic data and unique de-identified participant IDs.

Staff the intake/check-in desk at Community STEM Days and support participant
flow, parent/guardian communication and accessibility needs.

Support partner site booking, room setup coordination, facilitator scheduling and
pre-event readiness checks.

Compile attendance, demographic data, session notes and partner follow-up
information for project tracking and funder reporting.

Handle participant information responsibly and follow safeguarding, privacy,
accessibility and reporting procedures.

Escalate participant concerns, safety issues, registration issues, partner
concerns or privacy questions to the Project Manager or assigned Site Lead.
Provide relief facilitation support where trained, certified and scheduled.

What we're looking for

Experience with outreach, registration, event coordination, youth/community
programming, administrative coordination or customer service.

Strong organization, follow-up, written communication and attention to detail.
Comfort using spreadsheets, forms, email, shared drives, scheduling tools and
participant-tracking systems.

Clear, respectful communication with families, youth, educators, volunteers and
community partners.

Reliable transportation to program sites and availability for approximately 20
hours per week, including some evenings and Saturdays.

Ability to manage confidential participant information and follow privacy and
reporting expectations.

A satisfactory Vulnerable Sector Check before your first session with youth.
Assets: additional languages, ASL, first aid certification, accessibility training,
STEM/digital skills exposure, or lived experience in the communities we serve.
Access to a car with a valid drivers license and insurance.

Why join us

You will be paid for your time, trained on the project systems, and given real
responsibility in keeping community programs organized and accessible. This role is
central to making workshops run smoothly: registration, outreach, data tracking and
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partner coordination are what allow students and families to participate. You will work
closely with the Project Manager, facilitators and community partners, with shifts
scheduled in advance wherever possible.

How to apply

Email your resume and a short note telling us which programs interest you and your
general availability to inffo@inno-hive.org, with “Community Outreach and Registration
Coordinator Application” in the subject line. No cover letter required. We review
applications on a rolling basis and reply to everyone.

Inno-Hive hires from the communities we work in. We especially welcome applications from Black, Indigenous and
racialized candidates, women and gender-diverse people. Accommodation is available at every stage of the hiring
process — tell us what you need and we will arrange it.
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