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Now Hiring:  CACS Administrative Intern
The Chancellor’s Advisory Committee on Sustainability (CACS) is hiring an Administrative Intern who will support the work of the Committee under the direct supervision of the CACS Co-Chairs.  The intern is required to attend monthly CACS meetings and monthly CACS Executive Committee meetings.  Duties to be performed are critical to ensure the smooth operation of CACS throughout the year.  A high level of organization and professionalism is expected at all times. This is a paid position (salary dependent on experience), and the expected hours per month varies.   
Job Responsibilities:

· Assist the CACS Co-Chairs in completing the work of the Committee

· Responsible for drafting and distributing meeting agendas and minutes and for keeping attendance

· Help identify new Committee members and maintaining an accurate roster of members

· Work with CACS intern and grant winners to ensure successful completion of those projects
· Post official CACS events and meetings on the Berkeley Events calendar

· Assist webmaster on keeping other web content up to date

· Assist with planning of April Sustainability Summit, including getting posters from grant recipients and interns
· Other tasks as needed
The Ideal Candidate:

· Be a student currently enrolled at UC Berkeley (required)

· Is comfortable doing independent work, is detail-oriented, and is interested and knowledgeable about campus sustainability 
· Has excellent communication and writing skills

How to Apply:

Please email your resume, cover letter, and availability to Lisa McNeilly (lmcneilly@berkeley.edu).  Position open until filled.  Questions?  Please Call 510-643-5907.

About the Chancellor’s Advisory Committee on Sustainability:

The purpose of the Chancellor's Advisory Committee on Sustainability (CACS), which first met in October 2003, is to promote environmental management and sustainable development at UC Berkeley. The Committee is charged with advising the Chancellor on matters pertaining to the environment and sustainability as it directly relates to the University of California, Berkeley. To fulfill this obligation, CACS draws strength from its diverse composition of faculty, staff, students and alumni.

