
 

Certification Advisory Committee Secretary 

COMPANY PROFILE 

Since 1992, ECO Canada has been committed to supporting Canada’s environmental sector through 

in-depth labor market research, professional certification, career development resources and 

training. With over 3,000 certified Environmental Professionals (EPs), we strive to be Canada’s 

leading environmental certification, establishing the professional standard and code of ethics for the 

environmental workforce. We are committed to excellence as we nurture a vibrant community of 

experienced environmental professionals. 

We are recruiting individuals for an Advisory Committee to provide varying levels of support and 

guidance as we develop components of certification and membership. Learn more about the 

project> 

JOB DESCRIPTION 

The purpose of the Committee is support the evolution of environmental certification and 

membership, through advising, recruiting, and testing, during the scoping and implementation 

process.  Specific goals for the Advisory Committee include:  

 Updating Environmental Professional Code of Ethics 

 Providing input on knowledge development and testing 

 Reviewing membership benefits  

 Providing input on application processes 

The Secretary’s fundamental function is to serve as the authority on past actions and on policy, and 

to keep records on such things as time progresses.  

Essential Tasks: 

 The Secretary provides the Committee and working group with notices of meeting times 

and places and requests contributions of items for the agenda. 

 The Secretary sets up web conferencing technology and provides access to Committee 

members or Working Group members 

 The Secretary, in consultation with ECO Canada staff, prepares agendas for the Committee 

and working group meetings. These agendas, along with any supporting documentation, 

are distributed by the Secretary to members in advance of the meetings. 

 The Secretary prepares full minutes, including a summary of actions by individuals, and 

distributes these to the Committee and relevant working group. The Secretary also 

maintains the official minutes of the Committee, though copies are also provided to ECO 

Canada. 

 The Secretary works with the Working Group chairpersons to align the work of working 

groups and committees with ECO Canada vision and goals. 

http://www.eco.ca/certification/advisory-committee/
http://www.eco.ca/certification/advisory-committee/


 
 All formal communication between the Committee or Working Group and ECO Canada is 

carried out through the Secretary. This typically includes Committee and Working Group 

recommendations on policy, products, process, or recruitment, and similar items.  

 From time to time it is necessary for the Committee or Working Group to respond to 

important matters that cannot be delayed until a meeting. In such cases, the issuing of the 

e-mail request and its recording are done by the Secretary or ECO Canada staff.  

Time Commitment 

Because of the nature of the Secretary’s duties, it is desirable for the Secretary to hold the position 

for the maximum term. The Secretary assumes responsibility in August 2016 to June 2017 with the 

major activity taking place from August 2016 to January 2017.   

The Advisory Committee will meet by phone at least once every two months, and complete 

additional activities by email.   

Secretary can expect a time commitment of 8-10 hours each month. 

Remuneration 

$22 an hour  

QUALIFICATIONS 

Requirements: 

• Bachelor’s degree 

• One to three years demonstrated success in a similar position at a not for profit, or in a 

corporate setting  

• Very strong interpersonal skills and ability to build professional relationships with a wide 

variety of people including Committee, Working Groups and ECO Canada staff. 

• Excellent written and verbal communication skills 

• Proficiency in Microsoft Office and web conferencing technology (such as WebEx) 

ADDITIONAL INFO 

If interested please submit your resume and cover letter to our Community Engagement Lead at 

kechlin@eco.ca. 
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