
 

Job Description 

OSCA Communications and Marketing Coordinator 

Reporting to OSCA’s Executive Director the Communications and Marketing 

Coordinator will be responsible for the development and implementation of marketing 

and communications strategies and initiatives for the promotion of OSCA programs, 

Committee work and engaging the community. As well, the position will be responsible 

for the creative design work required for promotional material such as posters and social 

media posts, and communiques. Finally, the position will be responsible for 

implementing communications initiatives to engage the community and share 

information about OSCA and its work that may be of importance or interest.   

  

key responsibilities  

Working with the Communications Committee, Web Editor and Web Administrator to 

review, update and implement recommendations for the website and other initiatives to 

improve OSCA’s communications tools and products.  

Regular and consistent social media posting and communication with clients and 

community via social media, mail chimp or Legendware recreational software.  

Regularly posting items and updates to the website for community interest- posters and 

articles, etc.  

Responsible for; collaborating with staff and the Communications Committee; 

administrative support to the Committee in terms of minute taking and following up on 

action items; achieving brand consistency; coordinating messaging, and ensuring high 

standards for communications.  

The Communications and Marketing Coordinator must have a strong passion for the 

work and mission of OSCA; strong knowledge of the community and proven outreach 

and networking skill. 

Word, Excel, PPT, and database experience 

  



Skill/Experience 

1-2 years’ experience in marketing, communications, media or public relations 

Able to provide a design portfolio of completed graphic design projects 

Exceptional written and verbal communications skills 

Creative thinking and problem solving skills 

Superior ability to develop and maintain timelines and meet deadlines 

Experience working with Non-Profit organizations  

Familiarity with Windows and Mac operating systems, Microsoft office, Adobe, 

Photoshop, and experience with websites and HTML  

 

Key Duties and Responsibilities 

Electronic/Social Media and website: 

Regularly create posts for social media channels that promote programs, committee 

initiatives and community information. This includes but is not limited to special events 

and other ‘happenings’ at OSCA 

Collaborate with the Web Editor and Web Administrator and assist with the creation and 

updating of web content 

Manage content related protocols 

Create emails using mail chimp with OSCA branding for promotion of programs, events, 

committee initiatives and items of interest to the community 

Assist with posting promotional and programming material to the OSCA website 

 

Committee work 

Regular participation in Communications Committee 

Follow up on, and implement, marketing and communications projects as agreed with the 

committees 

Participate in policy and development for Communications 

Contribute to OSCA’s branding initiatives 

Ensure that outreach efforts are appropriate and informative by engaging with OSCA 

Committees such as Traffic and Safety and Planning and Zoning, as well as key 

community partners 

Track the results and efficacy of outreach efforts, and compile reports for the Board and 

Committees 

 

Community Outreach 

Regularly liaise with community partners, businesses and others 

Meet with community partners, businesses and develop ways to better partner to present 

programs and events of interest and import to OOS residents 

Engage and increase social media presence with community partners, businesses and 

others. 

 

 



Start Date- When filled 

Evaluation and review of duties and pay: Annually  

Hours/Duration of Work Term: approximately15-20 hours weekly 

Salary: Commensurate with market value 

Probationary period: 3 months 

Vacation time: 4% as per Ontario Labour Standards Act.  

Vacation time must be pre-approved by the Executive Director and is subject to 

operational requirements.  

 


