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Communications & Administrative Coordinator 
 
POSITION OVERVIEW 
 
Reporting to the Vice President, Communications & External Relations, the Communications & 
Administrative Coordinator (Coordinator) will play a critical role in executing and supporting a 
variety of communications, policy, external relations and research projects—all in service of 
making life better for Albertans through thriving business. 
 
EXECUTING THE COMMUNICATIONS PLAN AND ADMINISTRATIVE SUPPORT 
 
The Coordinator will be responsible for maintaining and updating BCA’s digital communications on 
various platforms. From distributing bi-weekly newsletters to posting on BCA’s website and social 
media accounts, the successful candidate will manage the Council’s digital presence. In addition to 
tactical support, the Coordinator will also assist both the Communications & External Relations and 
Policy teams with research, media monitoring, policy tracking, meetings, and general administrative 
activities.  
 
The Business Council of Alberta consists of a small team with a big mandate—to make life better for 
Albertans. The work environment can be extremely fast-paced, and a collaborative approach is vital 
to the success of the organization. The Coordinator must be adaptable, flexible, proactive and willing 
to take on assignments outside of their core function to help the entire team succeed. This is an 
opportunity to engage with executives within the province, Indigenous groups, community leaders, 
non-profit organizations, other private sector stakeholders, and various levels of government.  
 
In general, BCA’s work falls into two broad categories: Jobs & Opportunity and Competitive & 
Sustainable Economy. Prosperous business positively impacts Albertan and Canadian citizens, the 
economy, and the environment. BCA contributes by developing and advocating for policy solutions 
that enable growth in the short term and sets Alberta on the path to a long, sustainable future.  
 
IS THIS YOU? 
 
Values  
 
You believe in creating a better Alberta within a strong Canada. BCA’s values of innovation, integrity, 
community and legacy resonate with you. You believe that true prosperity means more than just 
money; it is about shared financial and social prosperity. It encompasses a vibrant business 
environment, equitable economic participation, and a high-quality lifestyle.  
 
You are curious, open-minded, and value personal growth through learning. You are not afraid to ask 
questions and can embrace making errors. You welcome constructive feedback and view it as a gift. 
You are happy to accept assignments and tasks that stretch your comfort zone because they 
provide you with an opportunity to better yourself through skill set diversification.  
 
 
 
 

https://www.businesscouncilab.com/our-focus-jobs-and-opportunity/
https://www.businesscouncilab.com/our-focus-competitive-and-sustainable-economy/
https://www.businesscouncilab.com/our-focus-competitive-and-sustainable-economy/
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Organized Project Execution 
 
You are meticulously organized; you can keep many project timelines moving forward concurrently 
and you rarely drop the ball. You pride yourself in being cognizant of deadlines and project 
milestones. You communicate clearly, professionally, and effectively with your colleagues. You find 
joy in an up-to-date tracking spreadsheet, a project delivered ahead of schedule, and a well-executed 
process. 
 
Writing/Editing  
 
You are an excellent writer, a creative thinker, and you know how to craft an interesting story. You 
believe in data-driven storytelling and you seek out all necessary information to build the right 
narrative. You are a strong proofreader and possess the ability to yield flawless written work.  
 
Interpersonal Skills  
 
You are friendly, personable, and happily collaborate with others. You take pride in doing what is 
necessary to get the job done. You set high standards for your own work, but don’t take yourself too 
seriously in the process. You are comfortable and at ease in a wide variety of social environments.   
 
A WEEK IN THE LIFE 
 
Your productivity will shine through as you tackle a long and diverse task list. This includes but is not 
limited to updating webpages, scheduling social posts, setting up stakeholder roundtables, updating 
policy spreadsheets, and executing/tracking plans. Checking items off your list is your favourite part 
of the day because you know that your work directly contributes to the betterment of all Albertans.  
 
There will be some intense days that include a myriad of deliverables and strict deadlines. You are 
energized by a strong team effort because you know this work will produce high-calibre results and 
likely be featured in tomorrow’s news.    
 
When safe to do so, you will return to the office and bring your A-game for meetings and events. You 
will be the catalyst for BCA’s communications success through photo and video documentation and 
content development. Perhaps you might snap a few photos as a meeting starts or interview a 
participant for a video snippet in order to foster the growth of BCA’s digital reach.  
 
In between high-pressure projects and deadlines, you will assist in keeping projects on schedule 
through workplan maintenance and timeline tracking. You are the glue that holds a project together, 
which means you can recall the status of a project or meeting details at the drop of a hat. You never 
miss a disclosure or filing deadline because of your phenomenal time management skills.  
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ESSENTIAL RESPONSIBILITIES  
 
Content Development & Maintenance  
 

• Ensuring communications pieces are ready when needed, flawless, scheduled and posted 
appropriately 

• Tactical execution of communications program 
• Research, write, and edit content for bi-weekly newsletter and social media 
• Update and maintain website (WordPress) 
• Proofread various documents and perform quality analysis 
• Support the development of press releases, media advisories, and statements 

 
Policy & Administrative Support 
 

• Provide administrative support for Policy and Communications/External Relations teams 
including but not limited to creating agendas, producing meeting summaries and overview 
reports, filing expense reports, tracking policy success, performing data entry and lobby 
registration, and other duties as assigned 

• Maintain a number of tracking programs including outstanding policy successes, government 
meetings, stakeholder relations, and media monitoring 

• Track and report communications activities using BCA’s monitoring software (Meltwater), 
social media analytics, and Google Analytics 

• Ensure media, stakeholder, email, and other distribution lists are maintained and updated. 
• Assist in the administration of roundtables, committees, and task forces 

 
Member and Stakeholder Engagement 
 

• Assist with member and stakeholder engagement including coordinating events, bookings, 
registrations, and materials 

 
Strategy & Planning 
 

• Assist Communications & External Relations team in developing strategies and 
communications roll out plans 

• Support tactical execution of other communications activities (video, brochures, graphic 
design) 

 
ESSENTIAL SKILLS  
 

• Excellent written, verbal, numeracy, and presentation skills 
• Proficiency in Office 365 Suite, especially Word, Excel, and PowerPoint  
• Ability to work well both independently and with team members 
• Effective time management and the ability to juggle multiple tasks 
• Adaptability and willingness to learn 
• Creative, analytical, and discerned thinker 
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DESIRED EXPERIENCE AND QUALIFICATIONS  
 

• Bachelor’s degree in communications, journalism, marketing, business, or relevant field 
• 1-5 years of experience in marketing, communications, or journalism 
• Knowledge of CMS (WordPress, HubSpot) 
• Social scheduling tools (CoSchedule) 
• Analytics tools (Google Analytics, social media analytics) 
• SEO Knowledge 
• Basic graphic design (Canva) 
• Project execution 

 
We value work ethic, enthusiasm, and quality of ideas over formal qualifications. If you believe this is 
the job for you (regardless of applicable education/work experience) we would love to hear why.  
 
REPORTS TO  
 

• Vice President, Communications & External Relations 
 
ABOUT THE BUSINESS COUNCIL OF ALBERTA  
 
The Business Council of Alberta is a non-partisan, for-purpose organization dedicated to building a 
better Alberta within a more dynamic Canada. Composed of the chief executives and leading 
entrepreneurs of the province’s largest enterprises, Council members are proud to represent the 
majority of Alberta’s private sector investment, job creation, exports, and research and development. 
The Council is committed to working with leaders and stakeholders across Alberta in proposing bold 
and innovative public policy solutions and initiatives that will make life better for Albertans.  
 
OUR WORK  
 
We believe that when business does well, we all do well. Through policy, advocacy, and action, we 
harness the power of thriving business to deliver “and” solutions that increase the economic and 
social prosperity of Albertans. Our work takes thee general forms: Policy. Advocacy. Action.  
 
OUR VALUES  
 

• Integrity  
• Legacy  
• Innovation  
• Community  

 
TO APPLY:  
 
Send your cover letter and CV to Hilary Fisher at hfisher@inspiredhr.ca. The position will remain open 
until a suitable candidate is found.  
 
 

mailto:hfisher@inspiredhr.ca

