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Volunteer Title: Communications Coordinator

Vision: The Communications Coordinator will develop, facilitate, and expand communications to
support The Princess Shop's programs, including the creative enhancement of the communication of
all programs, using mass e-mail, Social Media (Facebook, Twitter, Instagram), other online and
traditional media.

Position Term: Our wish is for the Communications Coordinator to commit until July 31, 2020

The Ideal Candidate

Creative thinking

Excellent communication skills, both written and verbal.

A personal emphasis on being dependable and a willingness to do what it takes to get results.

An ability to self-motivate and can motivate others.

Great attention to detail and is organized.

Strong leadership skills.

A pleasant manner and patience, as well as drive, determination and passion!

Experience working effectively both alone and within a team.

The resourcefulness and courage to be able to solve problems on the fly, take initiative, and

take smart risks.

e An ability to meet deadlines and prioritize, and is willing to put their responsibilities within this
volunteer position first, on occasion.

e Design experience a major asset, but not required (Adobe Suite, online editing applications,
etc.)

e Strong computer skills, including experience with MS Office Suite and apps like Google
Calendar and Google Drive. Additional computer skills, i.e. experience with basic html
programming and website content management systems, would be an asset.

Key Responsibilities:
e Manage The Princess Shop's brand including a focus on the following directives:
o Share The Princess Shop's stories from all aspects of the organization
o Promote The Princess Shop's message, programs, and events
o Recognize supporters of The Princess Shop
e Social Media
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o Scheduling a social media calendar that supports communication and marketing
initiatives
o Website
o Update website content as needed (Upcoming Events page, Meet Us page, etc.)
o Draft and/or coordinate blog posts relevant to the organization
e Mass Communications
o Emails: Draft and execute mass emails to highlight events and news
o Media Advisories and Press Releases: Draft and execute in advance of large events,
announcements, efc.
e Complete other duties as assigned to support all operations of The Princess Shop (Dress
Program, fundraising events, shared shop maintenance, etc.)

Commitment and Expectations:
e Make minimum time commitment of 6-8 hours per week

e Attend weekly volunteer meeting, currently held Thursdays 5:30pm-7:00pm

Support: At The Princess Shop, teamwork is always involved! Training and direction for this position
will be provided. In addition, the Executive Director will be available for questions and assistance.

To Apply: Email a cover letter/letter of interest and a resume to karen@theprincessshop.ca

Questions in advance of applying are always welcome!
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