
 

 

Family Councils Ontario is seeking a Communications Specialist to join our team as 
part of the Canada Summer Jobs initiative. The Communications Specialist provides 
administrative support to the Communications Manager. They help to implement 
communication strategies and projects and are responsible for the drafting and editing 
of blog posts, ebulletins, and other communications materials. 

The ideal candidate should be excited about our mission to increase the quality of life 
and care in long-term care, and able to conduct research as well as create content on 
the subject. The ideal candidate is an excellent communicator with strong attention to 
detail. The primary objective of this role will be to support and promote the clear 
communication of the organization’s message across multiple channels. 

Responsibilities: 
 

• Offer administrative and communications support to a variety of projects 

• Create and edit communications copy (e.g. press releases, publications, social 
media posts). 

• Help to maintain web content and implementation of social media strategies. 

• Track projects and media exposure as well as update databases and media lists. 
• Conduct research on the sector and stakeholders at large 

• Help in researching, writing and editing content for distribution including photos 
and videos. 

• Help the team develop public relations and promotional materials. 

• Perform administrative duties such as answering calls, preparing presentations, 
scheduling meetings, taking minutes, and so on. 

• Regularly collect data, prepare reports/presentations and evaluate the status of 
our organizational presence and make recommendations for expanding or 
improving the public image. 

 

Requirements: 

• Strong organization skills and detail-oriented. 
• Ability to work independently and remotely 

• Access to a reliable computer and internet service 
• Proven proficiency in using various social media platforms (Facebook, Twitter, 

Linkedin, YouTube) and/or a strong understanding of the user experience on the 
platforms. 

• Proficiency in some or all of the following programs: Canva, MS Word, MS Excel, 
Mailchimp, Survey Monkey, WYSIWIG Editors 

 
 



How to apply: 
Interested applicants should send their resume, cover letter, and a portfolio of relevant 
work (optional) to info@fco.ngo at their earliest convenience. Applications will be 
reviewed as they are submitted and the posting will remain active until the position has 
been filled.  
 
If you have questions, concerns, or would like to notify us of accessibility 
accommodations you would require, please contact info@fco.ngo  
 
Background 
Family Councils Ontario works with long-term care home residents' families, Family 
Councils, and home staff across Ontario to enable them to cultivate positive 
relationships, build effective Family Councils, and improve the long-term care 
experience. Our mission is to lead and support families in improving quality of life in 
long-term care. Through working with families, long-term care home staff, and sector 
partners, we strive to create a safe, vibrant, inclusive, and respected long-term care 
system. 

Family Councils of Ontario is a registered, charitable nonprofit, funded by the Ontario 
Ministry of Long-Term Care. 
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