
Outreach/Administrative Coordinator (SST) 

It’s On Electric Company is the Program Delivery Agent for FortisBC Electric’s Energy 
Conservation Assistance Program.  This program requires Outreach and Sales support to raise 
awareness and maintain/improve relations with social housing providers, service organizations, 
communities and advocacy groups. The Outreach and Sales group has responsibility for 
identifying and encouraging housing providers (non-profit housing providers, co-op housing 
provider, aboriginal on and off-reserve housing providers) to participate in the program offers. 


The role also provides one-to-one support and follow-up with prospective individual 
participants in addition to housing providers. 


We are currently looking for an Outreach/Administrative Coordinator in the Kootenay region of 
British Columbia to service the Shared Service Territory of FortisBC Electric.


Responsibilities: 

1. Conduct research to identify ECAP outreach or project opportunities.

2. Identify and inventory potential projects including initial research to determine potential 

eligibility for ECAP.

3. Weekly or daily coordination with ECAP program management and marketing and 

operations staff as required ensuring seamless program delivery and communications to 
external organizations.


4. Work with non-profit housing providers and aboriginal communities and assist with all steps 
of the application processes for both ECAP and Apartment Direct install, as appropriate.


5. Presentations to non-profit housing providers/aboriginal communities/community service 
providers as needed or requested. Provide follow-up reporting on results of program 
participation.


6. Distribute approved program marketing material (brochures, applications, etc.)

7. In coordination/collaboration with the Utility partners develop regional outreach strategies 

to gain participation in rural and remote areas.	 

8. Develop opportunities for on-site events targeted to the low income sector, non-profit 

housing providers, and Aboriginal communities and attend events identified by ECAP 
program management.


9. Phone individual customers based on contact lists provided by ECAP program 
management, respond to incoming phone/email inquiries from individual customers and 
mail ECAP applications to individuals when requested.


10. Identify opportunities for program media opportunities, local advertising, and newsletter 
articles. Provide support to, ECAP program management to develop and implement these 
opportunities as appropriate. Report monthly on opportunities.


11. Work with ECAP program management to develop a comprehensive database of relevant 
groups and contacts by region that is available to all program representatives operating in a 
region. Ensure that contacts and communications are logged regularly to ensure 
coordination with other program agents. Work directly with ECAP program management for 
a coordinated approach to social service organizations and aboriginal communities.


12. Meet and communicate with service organizations, community members, non-profit 
housing providers, social service providers and Aboriginal communities as needed for the 
benefit and promotion of ECAP.


13. Provide referrals to other utilities programs where appropriate.

14. Report monthly on the local social service/community service providers and housing 

providers introduced to the program and their current status and other activities.




15. Submission of successful project applications to Fortis Electric from housing providers, and 
individuals.


16. Scheduling of projects in the SST area, working closely with the installer in the region.

17. Working with head office to coordinate fridge deliveries for individual customers and 

housing providers.



