POSITION DESCRIPTION

November 2001

Position Title: Senior Communications Specialist

Reporting: The Senior Communications Specialist reports to the Communications Director, with day-to-day responsibility to the Development Director.

Description: The Senior Communications Specialist is responsible for developing and producing strategically targeted print and electronic communications materials for the Suzuki Foundation's broad target audience and its supporters, and developing and implementing communications strategies for the Nature project.

This is a temporary full-time position. Salary range is $42,500 to $47,500, commensurate with experience. The Foundation offers a 4-day workweek as well as an extensive benefits package. This position will commence January 7, 2002.

Responsibilities:

1. Development Communications: With leadership from the Development Director, develop, produce and maintain a full range of communication materials targeted to the needs of supporters and potential supporters. This includes:

· Annual report

· Biannual report to major donors

· Development of brochures as necessary

· Introductory and fundraising material for individual supporters and foundations

· Producing other reports and research as required

2. Website management: Assume joint responsibility for the direction and management of the website. This includes:

· Jointly assuming "Maestro" responsibilities

· Developing, editing and managing content

· Setting high standards and managing overall quality control

· Working with campaign teams to develop new material and to keep information current

· Managing the chat room

· Bringing forward new and innovative ideas to ensure the site provides effective services for the Foundation.

· Producing email updates on a regular basis for the general Suzuki Foundation lists

· Strengthening the web as an outreach tool

· Other work to optimize the website as required.

3. Foundation print materials: Producing print communications tools for the Suzuki Foundation's broad target audience, such as the introductory brochure, the newsletter and other materials as needed.

4. Nature Project Communications services: Delivering the full range of communications services for the Nature project. This includes: 
· Contributing to strategy development

· Media advice and liaison

· Providing tactical communications and media advice, ensuring that messages are communicated as widely as possible, and are consistent with overall Foundation communications principles

· Writing op-eds, news releases, and other communications materials

· Extending the Suzuki Foundation's ability to reach new and alternative media

· Providing other communications services as required

5. Providing back-up support to other members of the communications

team.
6. Other related duties, as required.

Skills and experience:
· Journalism degree or equivalent

· Sound communications knowledge-understands how to target and reach an audience

· Media experience-understands what news is; can develop, write, and sell news

· Excellent writing-fast, clear, strategic, with appropriate styles for different audiences

· Project management skills-can balance reactive daily tasks with planning and stewarding longer-term projects

· Website management knowledge-understands how to position a site to meet communications goals

· Good knowledge of current events and environmental issues

Closing Date:


Please submit your resume to Siân Messinger at The David Suzuki Foundation,  #219-2211 West 4th Avenue, Vancouver, BC V6K 4S2 or fax 604-732-0752 by

December 4th, 2001. Absolutely no phone calls.

