
 

 

 
Job Posting:  
Arts Alive! Québec Communications Assistant 
 
 
 
Duration: 14 weeks, with possibility of extended part-time work in Fall 2018 
Wage: 15.00 per hour, 30-40 hours per week (average 35; will vary according to work required)  
Start and End Dates: 14 weeks starting as soon as June 1, 2018. Possibility of extension for part-time work in 
Fall 2018. See below for details. 
Language(s) of work: Intermediate to excellent oral and written English and basic (working knowledge of) 
oral and written French  
Location: Montreal, Quebec  
 
 
 
About ELAN 
ELAN (English Language Arts Network) is a non-profit organization devoted to helping Quebec's English-
language artists connect with one another, with their francophone colleagues, and with audiences in 
Quebec, Canada, and internationally. Our members include artists and organizations representing many 
artistic disciplines and regions of Quebec. ELAN encourages an evolving Quebec identity that celebrates 
social, cultural, and artistic diversity. 
 

Job Description 
Under the supervision of the Executive Director and in collaboration the Project Manager, the Arts Alive! 
Québec (AAQ) Communications Assistant will assist with tasks related to ELAN’s Arts Alive! Québec project 
(funded by the Department of Canadian Heritage), as well as other ELAN projects as necessary. This position 
will provide valuable experience for candidates considering a career in arts and cultural administration, 
marketing, and communications, especially in the not-for-profit sector. 
 

Under the Arts Alive! Québec banner, ELAN will provide administrative support and funding to partners in 
five regional communities (Knowlton, Hudson, Huntingdon, Québec City, and Wakefield) to produce local, 
community-oriented arts events in summer 2018 (exact dates TBD). This project will further develop a 
burgeoning network of venues, artists, organizations, and community groups in the regions outside 
Montreal, solidifying their capacity to present local arts events and working towards a lasting touring 
network.  
 
With the support of ELAN staff, the Assistant will have the following duties:  

 In consultation with ELAN staff and project publicists, developing an AAQ communications 
campaign strategy and timeline  

 Graphic design for AAQ events as needed, e.g. posters, social media images, brochures 
 Developing social media and web content related to AAQ as well as social media set-up 



 

 

 Updating and distributing a communications one-sheet (e.g. style guide, post guidelines, basic 
tips, etc.) and media kit for use by project partners 

 Communicating with organizations, artists, and key contacts in the regions to provide support 
around social media and other digital communications strategies 

 Ensuring compliance with grant acknowledgement guidelines 
 Tracking media mentions of AAQ events and cross-promoting 
 Sorting and sharing photos of AAQ events on AAQ [website] and ELAN social media and website 
 Coordinating ELAN memberships for AAQ participants 
 Supporting communications and design work for ELAN: business cards, membership cards, 

ELANews template 
 Other tasks as delegated 

 

The Assistant will also collaborate with ELAN staff on ongoing marketing and membership outreach 
campaigns, through digital communications (social media, website, email) and other channels. Research, 
writing, and communication through email, by phone, in person, and online will be involved. 
 

Working Arrangement 
This position will involve a certain amount of flexibility in schedule and work location. Hours will average out 
to 35 per week, although some weeks will require more work and others less. The Assistant will keep a 
timesheet to ensure the 35-hour weekly average is upheld, and frequent communication with ELAN staff will 
ensure that the Assistant’s tasks are appropriate and feasible. The Assistant will work from ELAN’s office at 
least 3 days per week to ensure clear lines of communication. ELAN staff will be available to provide support 
and guidance both in person and over email/phone.  
 
Qualifications 

 Intermediate to excellent spoken and written English; and a working knowledge of French.  
 Familiarity with Adobe Photoshop, Microsoft Office suite (Excel, Word), in-depth knowledge of 

social media (Facebook, Twitter, Instagram, Hootsuite), and email programs (Thunderbird) 
 Excellent interpersonal communication and teamwork skills 
 Adept writing and editing skills 
 Good organizational skills, attention to detail and ability to multi-task 
 Resourceful, with creative problem-solving skills, and the capacity to work autonomously 
 Experience with website design and digital communications is an asset 
 Experience with project coordination in the non-profit sector is an asset 
 Knowledge of or proven interest in arts and culture or Quebec communities will be considered an 

asset 
 
ELAN encourages candidates to highlight additional qualifications, including non-traditional skills and 
experience. 



 

 

 
Accessibility 

Unfortunately, ELAN is not located in a fully accessible building. There is a wide doorway at the front 
entrance, and five steps in the lobby leading to the elevators. There is a cement ramp at the back entrance, 
which leads to the elevators. There are wheelchair-accessible washrooms on the floor below ELAN’s office. 
For further information, call 514 935 3312 or email guyrodgers@quebec-elan.org. 
 

How to Apply 
Review of applications will begin on Friday, May 25. Apply now! Email your CV and a cover letter in Word or 
PDF to guyrodgers@quebec-elan.org  

ELAN is an equal opportunity employer and values diversity in its workforce, encouraging applications from 
all qualified individuals. We strongly encourage applications from members of the Government of Canada’s 
job equity groups (i.e. persons with disabilities, visible minorities, Aboriginal peoples, and newcomers to 
Canada). We encourage applicants who consider themselves part of these or other groups who experience 
marginalization to self-identify in their cover letter if they are comfortable doing so. 
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