
Position: Communications Coordinator (4-month Contract)

Salary/Hours: $15/hr for 30 hrs/week - with ability to work some evenings and weekends

Location: Hybrid - In-person will be in the Willowdale community

About Us: NeighbourLink North York is a charitable organization located in Willowdale, North York. Our

mission is to engage and empower neighbours to care for each other in practical, relational and

sustainable ways that gives everyone the opportunity to live out their potential. As a locally based

Christian community development organization, we believe transformation happens when we work

together as neighbours to address the gaps and needs around us, including poverty and social isolation.

As a Christian organization, we have spiritual practices including silence, contemplation and prayer are a

part of our meetings. We do not require our employees to be Christian, but we invite them to be

respectful of these practices and participate according to their level of comfort.

Position Summary: Reporting to the Executive Director, the Communications Specialist is responsible for

coordinating and implementing the organization's internal and external communication initiatives to

various stakeholders and audiences.

Details: The Communications Coordinator will be primarily responsible for:

● Developing new content on Canva to post on our social media platforms through Hootsuite on a

regular basis.

● Developing and updating content our website www.neighbourlink.org using Wix as needed

● Writing and designing bi-weekly newsletters for our subscribers using Mailchimp

● Assisting the team with key organization publications including our annual report, fact sheets

and brochures, invitations, ads and flyers

● Coordinating meeting schedules, agendas, materials, action and follow-up items

● Superb organizational, project and time management, problem-solving and analytical skills

● Participating in weekly team meetings as required

Qualifications:

● A bachelor's degree or diploma in communications, marketing or equivalent work experience.

● Demonstrated ability to write strategic communication pieces for an organization, including

press releases, newsletters, website content, etc.



● Proficiency on computer applications including Google Suite, Wix, Canva, Mailchimp, Hootsuite,

Bitly, Linktree, etc. and or willingness to learn

● Enjoys engaging people through social media, which includes, Facebook, Twitter, Instagram and

Linkedin

● Excellent attention to detail; strong written and verbal communication, interpersonal, and

analytical skills.

● Strong public speaking and presentation skills

● Able to multitask and demonstrate flexibility in taking on new tasks as they arise.

● Ability to juggle many projects and meet deadlines in a high-energy, fast-paced environment

● Experience in community engagement and outreach and enthusiasm for creative transformative

community programs.

● Drivers License and access to a vehicle would be preferred.

● A vulnerable sector screening is required as part of the hiring process.

All applicants must meet the requirements under the Canada Summer Jobs Agreement with

Employment and Social Development Canada as outlined:

● Is between 15 and 30 years of age (inclusive) at the start of employment;

● Is a Canadian citizen, permanent resident, or person on whom refugee protection has been

conferred under the Immigration and Refugee Protection Act and;

● Is legally entitled to work according to the relevant provincial/territorial legislation and

regulations.

Regarding COVID-19:

NeighbourLink North York is providing essential services to our community during the COVID-19

pandemic. We adhere to all Provincial orders to protect the health and safety of staff, volunteers and

participants/clients.

This position is open until filled

To apply for this exciting opportunity to work with an incredible team, please send your resume to:

hiring@neighbourlink.org and include “Communications Coordinator” and your name in the subject

line. Neighbourlink North York is committed to fostering a respectful and inclusive environment. As we

are currently working in a hyper local capacity, preference will be given to people that reside in

Willowdale. This job will require Vulnerable Sector Screening or a Police Check due to the nature of our

programming. While we thank all applicants for their interest, only those selected for interviews will be

contacted.


