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Position Description

Position Title:  Communications and Project Coordinator
Reports to:  Executive Director 

Position Overview: As a part of a team of equals, and situated in a youth-driven organization, the Communications and Project Coordinator is responsible for the planning and overall coordination of internal and external communications and special projects as required by our strategic plan. 

Responsibilities:

Building & Maintaining our Communications Strategy & Plan

Lead the process to develop and maintain our overall communications strategy, communications plan, and the tools, policies and supports to effectively implement the plan.  

Branding and Promotion (Marketing)

Coordinate the redevelopment and continuous improvement of our branding, promotional materials, messaging and strategy.   

Member communication

Develop and support strategies to ensure we have a membership that is informed about the organization and our programs, their rights, and information related to the issues they are facing. 

Awareness-Raising and Public Education

Work closely with a variety of team members to support our communications related to awareness about the strengths of youth in care, their rights, the issues they face, and the myths about them. 

Website Management

Develop the voice for all aspects of the organization’s online presence including writing, editing, and proofreading site content. You will also work closely with the technical team to maintain site standards. 

Research, Writing, & Editing

Create and revise a wide variety of written materials, which will involve researching relevant information and fact checking while ensuring the clarity, integrity, and accuracy of the materials.

Media Relations

Develop and maintain strong relations with various media sources including print, television, and online to promote the work of the organization and raise awareness about the issues facing youth in care.

Facilitation

Lead a variety of processes that support participants to accomplish specific objectives in a smooth and inclusive manner. This involves being able to draw on the strengths of the participants while creating a safe, cohesive environment.

Project Coordination

As our strategic plan dictates, coordinate special projects that support the overall mission and goals of the organization.  This may include anything from event planning, workshop delivery and training, 

Overall organizational support

Providing one-to-one support to young people, working with volunteers, supporting all Steering Committee Meetings and other organizational events, attending the annual staff and board retreat, participating in team meetings, and helping where necessary. 

Qualifications:

· A degree or diploma in journalism, communications or public relations, or the equivalent in education and experience;

· 1 year or more previous experience in a similar role;

· A passion for improving the lives of young people in and from care and a principled belief in the importance of meaningful youth participation;

· A strong understanding of the needs and issues facing young people in and from government care in BC, and the concepts and strategies of meaningful youth engagement;
· Demonstrated experience in planning strategic internal and external public relations activities;

· Progressive experience in, or knowledge of, contentious issues management and media relations;

· Ability and skill to plan and co-ordinate events and projects;

· Strong ability to multi-task;

· Excellent written and oral communication skills and interpersonal skills; 

· Experience developing social media strategies;

· Advanced knowledge and demonstrated skill in desktop publishing, and a related knowledge of graphic design principles, print production, and photography;

· Strong computer skills; trouble shooting experience/IT knowledge an asset;

· Experience in website management;

· A strong understanding of personal/professional boundaries;

· A Criminal Records Review is required as part of any offer of employment; 
· Emergency First Aid Certificate;

· Understanding of, and commitment to, the values and mission of FBCYICN.
Working Conditions:

General office environment; sitting for long periods and use of computer. Some evening and weekend work is required to meet the needs of the membership.  Limited local travel required.

The team member will be expected to follow FBCYICN policy, procedures, Code of Conduct, and the Team Charter.

Team Competencies:  

People and interpersonal skills

Excellent team player

Committed to learn

Adaptability

Takes ownership

Good boundaries

Proactive and Helpful

Motivates people

Listens

Compassionate and empathetic

Position Competencies:

Youth Developer

Creativity and Innovation

Works Efficiently

Strategic Thinker

Approved by:

Executive Director:  _______________________________








Signature




Name:  _________________________________________
Date Approved:


Reviewed: October 2010
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