
COMMUNICATIONS OFFICER  
 
Responsibilities 
 
Reporting to the Senior Communications and Member Development Officer (SCMDO), 
the Communications Officer is responsible for: 
 

q producing the Association’s print publications, including The Professional using 
desktop publishing software, and other publications such as bulletins to 
members, reports, submissions, briefs, social media, etc.; 

q producing text and graphic copy for the Association’s website and other 
electronic publications, maintaining and modifying the Association website, etc.; 

 
Specifically, the Communications Officer is responsible for: 
 
Communications 
 

q developing and delivering an annual PEA communication plan in conjunction with 
the Communications Committee and working with other staff and other 
committees to develop chapter specific plans; 

q drafting copy for the Association newspaper, The Professional, based on minutes 
or reports from meetings, information from Labour Relations Officers, and other 
sources; 

q interviewing Association members and others and drafting copy for articles for 
The Professional based on guidance from the SCMDO; 

q generating photographs for use by the Association; 
q maintaining a digital library including receiving digital images from other sources 

(e.g., member submitted), cataloguing images, manipulating digital images and 
otherwise processing digital images; 

q producing a draft publication of each edition of The Professional, including both 
text and graphics, for approval by the Executive Director and SCMDO; 

q drafting copy for other Association print material such as bulletins, notices, etc. 
using outlines or other material provided by the Executive Director, Labour 
Relations Officers or SCMDO; 

q laying out reports or other print material using text provided by the Executive 
Director, Labour Relations Officers, or SCMDO; 

q producing copy, including text and graphics, for the Association website; 
q maintaining and improving the Association website, including the 

transferring/uploading of material to ensure publication onto the Association 
website and modifying the website architecture as needed; 

q updating and monitoring Association social media sites 
 
 
 
Other Responsibilities 
 



q researching matters assigned by the Executive Director or SCMDO; and 
producing reports as required; 

q sourcing and arranging for promotional items (for convention, etc.). 
q providing backup for other administrative positions and performing miscellaneous 

duties during staff absences and peak workloads; 
q carrying out related duties as assigned by the Executive Director or SCMDO. 
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