
 

 
 

Job Posting: 
Membership and Communications Assistant 
 
Start and End Dates: Early - Mid November 2018 to May 2019  
Duration: 30 weeks  
Schedule: 35 hours per week, Monday to Friday, 10 AM to 6 PM (flexible); occasional 
evening and weekend work is required.  
Wage: 15.00 per hour, 35 hours per week 
Language(s) of work: Intermediate to excellent oral and written English and basic 
(working knowledge of) oral and written French 
Location: Montreal, Quebec. 
 
Eligibility:  
Candidates must be eligible for Emploi Quebec.  
 
About ELAN 
ELAN Quebec (English-Language Arts Network) is a non-profit organization devoted to 
helping Quebec's English-language artists make connections with one another, with their 
francophone colleagues, and with their 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 
With the day-to-day supervision of the Membership Services Coordinator and the 
Communications and Outreach Coordinator, the Membership and Communications Assistant 
will help ELAN staff maintain and develop member services, communicate with its 
members, promote members’ work and ELAN projects through social media and digital 
communications, and implement improvements to its membership and communications 
infrastructure.  

 

The Membership and Communications Assistant will have the following duties:  

Membership 

 Member communications 

o Communicate with current, new, and renewing members 

o Process new and renewing memberships through the database 

o Follow up with recently lapsed and inactive members to invite feedback 

and/or renewal 

o Monitor membership and general email accounts 

 Membership database optimization 

o Ensure smooth user experience of sign-up, account management, and 

renewal processes 

o Assist in tracking and reporting on statistics 

o Assist members in using the database 

 Member services 

o Assist staff in researching and implementing improvements to ELAN’s 

membership services 

https://www.quebec-elan.org/


  

o Support ELAN staff in implementing measures as part of the Inclusion Plan 

o Support ELAN staff in harmonizing member services with ELAN projects 

Communications 

 Website, social media, and email newsletter (ELANews) 
o Develop and post content for ELAN’s digital communications channels 

(website, email newsletter, and social media networks – Facebook, 

Instagram, Twitter) 

o Assist in developing improvements to ELAN’s digital communications 

infrastructure 

o Assist in monitoring and reporting on statistics using Google Analytics, 

Facebook Insights, and other tools 

 Outreach 

o Assist in implementing specific communications campaigns in conjunction 

with special projects, outreach efforts, etc. as needed 

o Assist the ELAN team in implementing ongoing marketing and outreach 

campaigns, through digital communications and other channels;  

o Other clerical and administrative tasks as required. 

Research, writing, and communication through email, by phone, in person, and online will 
be involved. 
 
Qualifications 

● Experience in arts and cultural management, arts administration, general or fine 
arts, communications, social sciences, marketing, or business 

● Intermediate to excellent spoken and written English, and a working knowledge of 
French 

● Excellent interpersonal communication skills (to be used internally with colleagues 
and externally with members) and teamwork skills 

● Good organizational skills e.g. task prioritization, time management 
● Strong writing skills, with careful attention to detail in written work and email 

communications 
● Resourceful, with creative problem-solving skills, and the capacity to work 

autonomously 
● Familiarity with Microsoft Office suite (Excel, Word) and email  

 
Desired Qualifications 

● Knowledge of social media (Facebook, Instagram, Twitter), Mailchimp, WordPress, 
and/or databases/CRM (customer relations management) platforms 

● Experience with data analysis 
● Experience with membership outreach and development in the non-profit sector 
● Knowledge of or proven interest in arts and culture or Quebec communities 
● Experience or deep understanding of challenges facing artists who experience 

marginalization 
 

Accessibility 

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. A cement ramp at the back 
entrance also provides access to the elevators. Wheelchair-accessible washrooms are 
available two floors below ELAN’s office. For further information, call 514 935 3312 or 
email admin@quebec-elan.org. 
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How to Apply 

Please email the following materials to admin@quebec-elan.org: 

 CV/Resume in Word or PDF format 

 Cover letter in Word or PDF format  
o In your cover letter, please detail your interest in the position, and 

highlight your qualifications for this position.  

We appreciate the time and energy candidates put into this process and will begin 
contacting candidates on Monday, October 29 to update them on the status of their 
application.  

If you have any questions about your candidacy, or if you would like assistance, please 
call 514 935 3312 or email admin@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), and from all groups 
who experience marginalization. We encourage applicants to self-identify in their cover 
letter if they are comfortable doing so. 
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