[bookmark: project-coordinator]Project Coordinator - Alliance for Equality of Blind Canadians (AEBC)
Location: Remote (Canada-wide)
Term: July 2026 – March 2029
Hours: 25 hours per week
Compensation: $40/hour
Project: Promoting Equity in Accessibility Consulting, known as the PEACH Project
Reports to: Executive Director
[bookmark: about-aebc]About AEBC
The Alliance for Equality of Blind Canadians (AEBC) is a national charitable organization advocating for the rights, inclusion, and independence of Canadians who are blind, Deafblind, or partially sighted. We lead public advocacy, provide peer support and training, and work toward a barrier-free society. Our work is grounded in accessibility, equity, and the principle of “Nothing About Us Without Us.”
[bookmark: about-the-peach-project]About the PEACH Project
The PEACH Project is a three-year national research and engagement project led by AEBC. The project will examine how people with disabilities, including Indigenous people with disabilities, are asked to contribute lived experience, accessibility knowledge, policy advice, research input, and community expertise to government, accessibility, consultation, standards-related, research, and community processes.
The project responds to a recurring concern: people with disabilities are often asked to identify barriers, explain discrimination, review systems, test accessibility, attend consultations, and help improve public services without fair or consistent compensation. PEACH will help build evidence, identify barriers, and develop practical recommendations to support fairer and more respectful engagement practices.
[bookmark: the-role]The Role
AEBC is seeking a highly organized Project Coordinator to support the day-to-day delivery of the PEACH Project. The Project Coordinator will help keep the project on schedule, coordinate partners and meetings, track deliverables, support research and engagement activities, and ensure records and reporting materials are accurate and accessible.
This role is well suited to someone who can manage details, follow up clearly, work independently, and communicate respectfully with project partners, participants, staff, contractors, and volunteers. The successful candidate will be comfortable working in a disability-led environment and will understand the importance of accessible, non-extractive, and respectful engagement.
The Project Coordinator reports to AEBC’s Executive Director. AEBC is the lead partner for the project.
People with disabilities, especially those who are blind, partially sighted, or Deafblind, are strongly encouraged to apply.
[bookmark: key-responsibilities]Key Responsibilities
Project Coordination: Maintain the project work plan, calendar, task tracker, deadline list, deliverables tracker, and follow-up lists. Help ensure the project stays organized and on schedule.
Meeting Support: Coordinate meetings with project partners, staff, contractors, the steering committee, and the project core executive. Prepare agendas, circulate materials, take notes when needed, and track action items.
Partner Coordination: Support communication with project partners, track partner commitments, maintain MOU and deliverable records, and flag delays or issues to the Executive Director.
Research and Engagement Support: Assist with scheduling and logistics for surveys, interviews, focus groups, roundtables, workshops, and other engagement activities. Help track participant recruitment, accessibility needs, consent materials, and compensation processes.
Accessibility: Help ensure project materials, meetings, and communications are accessible. This includes accessible Word documents, clear formatting, descriptive links, plain language where appropriate, and attention to screen-reader-friendly practices.
Financial and Reporting Support: Work with the Administrative Assistant and Executive Director to track invoices, participant payments, accessibility costs, partner records, and supporting documents for funder reporting.
Records Management: Maintain organized project files, naming conventions, meeting records, partner records, consent documents, and administrative materials.
Communications Support: Help prepare project updates, draft correspondence, meeting summaries, and short reports for the Executive Director, steering committee, partners, and funder.
Risk and Issue Tracking: Identify project delays, missing information, accessibility barriers, unclear responsibilities, or other risks early and bring them to the Executive Director.
[bookmark: qualifications]Qualifications
Experience: Experience coordinating projects in a non-profit, disability, research, advocacy, community, public policy, or related setting.
Organization: Strong ability to manage timelines, details, documents, meetings, and follow-up items.
Communication: Strong written and verbal communication skills. Able to prepare clear agendas, notes, summaries, emails, and project updates.
Accessibility Awareness: Knowledge of accessible communications and disability inclusion, or a clear willingness to learn quickly.
Digital Skills: Comfortable using Microsoft Word, Excel, email, Zoom, shared drives, online forms, and project tracking tools. Experience with Asana, Dropbox, SurveyMonkey, NVivo, or similar tools is an asset.
Community Knowledge: Familiarity with disability rights, accessibility, blindness, Deafblindness, lived-experience engagement, or community-based research is an asset. Lived experience or direct work with disability communities is strongly preferred.
Work Style: Organized, responsive, careful with details, and able to manage deadlines in a part-time remote role. Comfortable working independently while keeping the Executive Director informed.
Education: A degree or diploma is helpful but not required if you bring relevant experience.
[bookmark: why-work-with-aebc]Why Work with AEBC
Meaningful Impact: Your work will support a national disability-led project focused on fairness, accessibility, and the value of lived experience.
Flexible Schedule: Remote work with flexibility around when hours are completed, while still meeting project deadlines and scheduled meetings.
Inclusive Workplace: AEBC is an organization of and for people with disabilities. Accommodations and supports are part of how we work.
Skill Development: Opportunity to build experience in accessible project coordination, disability-led research, national engagement, and non-profit project delivery.
[bookmark: accessibility-and-accommodations]Accessibility and Accommodations
AEBC is committed to inclusive hiring. Accommodations are available throughout recruitment and employment. All accommodation requests will be kept confidential.
How to Apply
Email your resume and a brief cover letter in an accessible format to execdir@blindcanadians.ca with the subject line:
“Project Coordinator Application – [Your Name]”
Applications will be reviewed as received. AEBC is an equal opportunity employer and strongly encourages applications from people with disabilities and other underrepresented communities.

