/ Job Posting: Communications Coordinator Internship
Open date: February 16, 2021
Position type:

Internship

Term:

4 month contract

Compensation Range:

$18 - $22/hour (based on qualifications)

Start date:

March 1, 2021

About Munro/Thompson
Munro/Thompson is a strategic communications and creative firm specializing in public relations
and digital media production.
We bring together a diverse team of strategic thinkers and creative problem solvers to support
First Nations, local governments and not-for-profit societies throughout BC. The projects we
take on lead to tangible, real-world results that improve the lives of individuals and communities.

Summary of Role
This internship is primarily an entry-level administrative role that supports the Munro/Thompson
team execute and monitor communications activities for Huu-ay-aht First Nations, Huumiis
Ventures Limited Partnership and other clients throughout the province. The ideal candidate will
be detail-oriented with strong communications abilities,excellent organizational skills, and a
willingness to learn.
Throughout this internship, the successful candidate will experience what it’s like to work in a
fast-paced agency environment helping to produce and deliver award-winning strategic
communications and digital media campaigns.

Responsibilities:
1.
2.
3.
4.
5.
6.

Curate relevant industry media coverage and circulate to clients and staff.
Arrange, and schedule and attend meetings internally and externally for clients.
Take meeting minutes and actions.
Draft briefing notes and meeting agendas.
Contact stakeholders and update stakeholder lists.
Provide film production support, including building and maintaining the production
schedule, supporting rentals and gear transport, being on location to support the team.
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7. Draft social media content.
8. Support media relations activities, including media list development, drafting media
advisories and news releases, media pitching and coverage reporting.

Skills and Qualifications:
●
●
●
●
●
●
●

Excellent time-management and organizational skills
Proficient with social media platforms and tools (at minimum Twitter, Facebook, LinkedIn
and Instagram)
Basic knowledge and understanding of the provincial and national media landscape
Strong writing, listening and verbal communications skills
Working knowledge of Microsoft Office, G Suite (Google Docs, Sheets, etc.)
Familiarity with Adobe Creative Suite is an asset, but not a requirement
Post-secondary degree or diploma in communications, public relations, professional
writing, marketing or similar field is an asset, but not a requirement

Working conditions
●
●

Remote work and occasional travel within British Columbia.
Occasional evening and weekend hours may be required.

Applicants should submit their resume to connect@munrothompson.com.
We wish to thank all applicants for their interest, however, only those invited for an interview will
be contacted.
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