
  

 

OPEN TO THE PUBLIC 
 
 

Summer Student Employment Opportunity 

  

Innovation PEI 

Case Team Coordinator (1 position)  

 

Student Summer Term – Approximately 15 weeks (May 31, 2021 – September 3, 2021)  

Location: Virtual 
 

The case team coordinator will work with the case team program and oversee the teams to supervise 

and support them as they review issues or concerns brought forward by government departments and 

agencies, businesses and non-profit organizations. The case team coordinator will gain valuable and 

practical knowledge as they lead the program in working collaboratively with each other and 

organizations. The case team coordinator will be expected to keep records, assign tasks and analyze 

processes. They will ensure that the project is done efficiently and progresses stay on schedule.  Case 

Team members will report directly to the case team coordinator. 

 

Duties include: 

- Work collaboratively with the case team members and case team supervisors;  

- Identify and help articulate the client’s needs to case teams; 

- Making sure case team members are trained and coached properly throughout the project is a 

priority; 

- Act as a liaison between the client and the case teams; 

- Complete various administrative tasks with case team members; 

- Expected to oversee quality, systems, research or design related to the team’s project. 

- Meet and communicate with clients as needed;  

- Schedule and arrange regular professional development events; and 

- Other related duties as required. 

 

Minimum Qualifications: 

- Must have attended a post-secondary institution full-time in the current year. 

- Candidates will be sought from all disciplines and levels of post-secondary study. 

- Communication and collaboration skills are a must to work hand-in-hand with fellow team 

members, case team supervisors and clients.  

- Case Team experience is preferred. 

- Ability to work both independently and as part of a team. 

- Will be required to evaluate case team member's performance. 

- Strong communication and leadership skills are essential. 

- Strong computer skills including; spreadsheet, presentation and word processing. 

- Ability to speak, read, and write in English. 

 

 
Salary Range: 14.94 - $16.97 per hour (Government Student Rates of Pay)  
Bi-Weekly Hours:  75 hours bi-weekly  

Posting ID:   STU 2020-02 IPEI  
Closing Date:  Friday, April 30th, 2021  5:00 p.m. 

 
If interested please submit a resume to: 

Margo Thistle, HR Officer 

Department Economic Development & Tourism 

c/o Innovation PEI 

PO Box 910, 94 Euston Street 

Charlottetown, PE   C1A 7L9 

MMTHISTLE@gov.pe.ca 
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