CRRS Academic Events Graduate Assistant

The Centre for Renaissance and Reformation Studies (CRRS) invites applications from University of
Toronto graduate students for the part-time position of Academic Events Graduate Assistant for
the 2026-2027 academic year. This position is well-suited to someone who enjoys organizing

events, takes initiative, works confidently with spreadsheets, and excels at detailed administrative
work.

The position combines a weekly four-hour shift at the CRRS front desk, plus flexible additional
hours as needed, supporting the planning, organization, and running of conferences and other
academic programs. The location of work beyond the front desk shift will vary, depending on
current needs, between the CRRS, a program venue, or at home.

Hours: 4-8 hours per week; infrequently up to 12 hours during conferences

Compensation: $23 per hour

Employment period: September 2026-May 2027

Location: Centre for Renaissance and Reformation Studies, E.J. Pratt Library, Victoria University in
the University of Toronto

Application deadline: Tuesday, August 11, 2026

Responsibilities
Library and Front Desk

o Work aweekly 4-hour shift at the CRRS front desk (9:00 a.m.-1:00 p.m. or 1:00-5:00 p.m.,
Monday-Thursday).

¢ Welcome and assist patrons in locating materials in the CRRS collection and requesting
rare books.

e Respond to inquiries by email, telephone, and in person.

e Perform basic library tasks such as reshelving books and maintaining the library spacesin
good order.

Conference and Event Support

e Help organize and execute conferences, lectures, workshops, and other academic eventsin
coordination with CRRS staff and faculty.

e Coordinate arrangements with other Victoria University units including Events, IT, and
Residence Services, and with external vendors such as hotels, restaurants, and printers.

e Liaise with speakers and participants regarding travel, accommodation, reimbursements,
accessibility needs, and other arrangements.

e Monitor event correspondence and respond independently or in consultation with
supervisors.



Prepare and support in-person, online, and hybrid events, including: setting up Zoom and
onsite AV equipment; preparing conference materials; onsite assistance; other
miscellaneous tasks.

Manage event registration and ticket sales through platforms such as Eventbrite.

Track event budgets, expenses, registrations, and other planning information on
spreadsheets using Excel.

Help prepare event promotions in coordination with CRRS student staff, including email
announcements, social media posts, or some graphic design.

Help compile conference funding applications and supporting materials for university and
external funding programs, including SSHRC.

Provide occasional administrative support other CRRS needs, including CRRS fellowships,
library collections, and office space.

Qualifications

Enrolled in a University of Toronto PhD program with a research focus in early modern
studies (1350-1700).

Background in organizing events or comparable experience.

Excellent written and verbal communication.

Project management skills: ability to take initiative, problem-solve, manage competing
deadlines, carefully track expenses, and work both independently and collaboratively.
Facility with Excel.

Familiarity with Zoom and with AV setup for hybrid group events.

Experience with Eventbrite, Mailchimp, WordPress, Adobe Creative Suite, or Canva is an
asset.

How to Apply

Please email the following materials to crrs@utoronto.ca by August 12, 2026, using the subject
line “Academic Events Graduate Assistant Application”:

A brief cover letter describing your relevant experience, your familiarity with the CRRS, and
what you would bring to the role and the CRRS community.

A current CV that includes the names and contact information of two or three references.
References will not be asked to submit letters but may be contacted if you are shortlisted.
Optional: If you have relevant design experience, include links or a single PDF containing
examples such as posters, flyers, social media graphics, or short videos.
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