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Position Description: Bilingual Marketing and Communications Specialist 
About Food Banks Canada

Food Banks Canada is a national charity representing the food bank community across Canada.  Close to 900,000 people are assisted by a food bank each month, 37% of whom are children. Food Banks Canada mission is to reduce hunger in Canada by addressing the short term need for food and finding long term solutions to hunger through a number of strategies including: operating the National Food Sharing System, research and public education and advocating for public policy change.

Purpose
As a team member of Food Banks Canada, the Marketing and Communications Specialist will provide support in the development and implementation of communications strategies, plans and services in support of Food Banks Canada’s mission. Further, the candidate will ensure a positive image of Food Banks Canada and successfully deliver quality programs and value to the broader membership. 
Specific Accountabilities
Working in a team based environment with minimal supervision candidate will:

· Work collaboratively to assist in implementation of Food Banks Canada’s communication plan
· Design and production of publications, marketing materials, web/online communications content  including key documents including donor and member communications, Annual Report, newsletters, website content, and fact sheets

· Assist in Food Banks Canada’s online presence including expanding social media opportunities  
· Coordination of marketing campaigns
· Coordinate translation of documents via 3rd party translation agencies
· Provide superior writing and editing and proofreading support including developing content for website and writing and editing documents such as news releases and media advisories, key message points and Q&As and speeches
· Assist in brand image maintenance and continued efforts in brand development including following brand and communications style guides
· Provide support to planning of Hunger Awareness Week

· Produce relevant communication analysis and reports for staff team 

· Support staff team with issues management 

· Coordinate with external agencies, suppliers and partners

· Respond to public inquiries regarding Food Banks Canada’s mission, members and services

· Support administrative efforts including follow-up with members, data entry, data analysis and reporting

· As part of the Food Banks Canada team there will be some administrative support provided including coordination of schedules and meetings, creating meeting minutes, finalizing and sending correspondence, responding to queries, periodic answering general phone line, etc.  

· Other duties as assigned
Attributes and Skills Required
· Proven written and verbal communication skills in both French and English with sensitivity to different audiences
· Strong organizational skills with ability to effectively coordinate multiple projects, meet deadlines and priorities. Some events and project coordination experience an asset
· Attention to detail and accuracy including strong proofreading skills in both French and English 
· Problem solving, customer service and relationship building experience
· Proficiency in Microsoft Office applications and exposure to database systems (Raisers Edge) an asset and ability to use Content Management Systems
· Knowledge of design software (Adobe Illustrator, Photoshop); e-communication tools  and asset
· Professional and self-confident
· Initiative, self-starter, ability to work with little supervision 

· Excellent interpersonal skills (political acuity)

· Thrives in a face-paced, dynamic environment

· Committed to organizational mission of ending hunger

· Familiarity with the issues surrounding hunger and poverty an asset

· Fluency in English and French (written, verbal).  

Education and Qualifications
• 
Degree in communications, journalism, public relations or related field, 

· Minimum 3-5 years experience in a marketing and communications role, ideally in a non-profit, agency, government or corporate environment. Experience working with a national program or non-profit/charitable organization an asset

Time Requirements

Food Banks Canada regular office hours are Monday – Friday 9:00 am – 5:00pm.

This position is a salaried position with an expected minimum of 35 hours per week. It has flexible hours as the nature of the work and the time zone differences must be taken into consideration when determining hours of work. It is understood that all team members are often required to work irregular hours to ensure that the objectives of the organization are being met. This includes the potential for some evenings and weekends.  

Training and Orientation

Orientation for this position is coordinated by Director, Communications and National Programs with the candidate and includes all relevant team members, external stakeholders and volunteer resources.  

An annual training budget is available for each employee to fulfill their professional and personal needs.  

Compensation

Compensation will be determined by the job class and the candidate`s experience and capabilities brought to the position.

Physical Requirements

· Sitting, computer use, reading and inputting data

· Some lifting - moving things in and out of vehicles/buildings 

· Frequent local and periodic national travel

Agreements

The Marketing and Communications Specialist is required to sign Confidentiality and Intellectual Property and Non-Solicitation and Conflict of Interest Agreements. 

Accountability

The Marketing and Communications Specialist reports to the Director, Communications and National Programs.

Application Details:

Start Date: February 2012

Closing Date for applications:  January 9, 2012. 
Please apply by sending a cover letter and résumé in confidence to careers@foodbankscanada.ca.  Please quote “Communications Specialist” in the subject line.

Food Banks Canada is an equal opportunity employer. All qualified candidates are encouraged to apply however only those selected for an interview will be contacted.

December 2011
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