
MARKETING & COMMUNICATIONS SPECIALIST 

25TH ANNIVERSARY SPECIAL PROJECTS 

(IMMEDIATELY – JUNE 30, 2012) 

300 – 3820 Cessna Dr t 604 295 8149   f 604 295 8159 
Richmond BC  V7B 0A2 BN 107659427-RR-0001 

 
Business Unit:  Marketing & Communications 
Reports to:  Sr. Manager, Brand & Marketing 
Job Classification:  Band 5 
Competition #:  2011-34 
Closing Date:  November 4, 2011 
Term dates:  Immediately – June 30, 2012 
Location:  BCIT Aerospace Technology Campus – Partnership Wing, Richmond, BC 

JOB SUMMARY 
Reporting to the Senior Manager, Brand & Marketing, the Marketing & Communications (MarComm) Specialist will assist 
with the execution of marketing and communications strategies of a 25th Anniversary special project: Interdependence 
2012 (i2012) - a major international conference and exposition in Vancouver.  
 

KEY ACCOUNTABILITIES 
 Works strategically and collaboratively on a daily basis with the Director, 25th Anniversary Special Projects with 

support from the  Sr. Manager, Brand & Marketing and the Director, Marketing to refine and implement 
targeted marketing communications plans to  successfully promote the conference, the RHF brand and the 
marketing objectives. 

 Works with the Director, 25th Anniversary Special Projects and the MarComm team to develop integrated 
marketing collateral, including conference program, targeted client presentations, website content and other 
print and electronic media. 

 Coordinates with the conference management company on the development of promotional material 
production to ensure timely completion and delivery. 

 Liaises with the conference management company, RHF team and the Rick Hansen Institute to ensure 
coordinated and effective delivery of marketing communication initiatives. 

 Project management of the i2012 marketing communications program including tracking conference 
deliverables  

 Supports with writing promotional copy for i2012 internal and external audiences 

 Manages several key stakeholder relations specific to the marketing and communications program 

 Ensures consistency in brand, marketing, communications quality and messaging. 

 Responds to relevant internal and external marketing communications inquiries. 

 Supplier management of conference management company 

 Performs other duties related to the qualifications and requirements of the job 

 

QUALIFICATIONS 
University degree in Marketing / Communications or related field, plus minimum five years of related experience. 
Experience in customer marketing, preferably with a broad focus that includes either not-for-profit, corporate and/or 
government customer groups. Experience planning and executing large, multi-faceted special events and/or 
conferences. Solid multi-project management experience and progression tracking. Experience writing promotional 
materials for an external audience Demonstrated experience in collateral development and production. Experience 
supporting effective social media campaigns. Familiarity with market research and analysis. 
 
Exposure to international marketing. Strong multiple project management principles. Knowledge of various marketing 
mediums including on and offline. Proficient in Microsoft Office Suite (including PowerPoint). Effective verbal and 
written communication, interpersonal, organizational and analytical skills. Comfortable handling multiple tasks, works 
well under pressure and meeting critical deadlines. Ability to effectively plan, manage and deliver a variety of 
projects. Ability to work well in a team environment and be a motivating team participant. High degree of flexibility to 
accommodate RHF’s adaptive organizational style. Ability to ensure tact and adept at dealing with all levels of 
individuals. Understanding issues related to physical disabilities (mobility, hearing, vision), an asset. Verbal and written 
fluency in French an asset. 

 


