
 

  
 
 

JOB TITLE:   Manager, Marketing and Communications 
Report to:   Chief Executive Officer 
 

JOB DESCRIPTION 
We are looking for an effective and creative Manager, Marketing & Communications to join our team!  
Reporting to the Chief Executive Officer, and working with Foundation staff, the Manager, Marketing & 
Communications is responsible for developing and implementing Burnaby Hospital Foundation’s (BHF) 
marketing and communications plan in support of the organization’s goals and annual operating plan;  
promoting and advancing the foundation’s brand and providing marketing and communications 
support for all foundation campaigns, projects, initiatives, and events.  We want to see passionate and 
eager candidates with fresh ideas who are highly detailed-oriented, thrive in a challenging, fast-paced 
environment and have the organizational skills required to help support our fundraising efforts to 
provide outstanding healthcare in Burnaby.  
 

RESPONSIBILITIES 
 Develops and manages the annual marketing and communications plan in support of the 

annual operating plan. 

 Develops and manages the marketing and communications budget and ensures efficient use of 
resources to maximize return on investment. 

 Leads the execution of marketing and communications activities, including but not limited to:  
marketing materials, advertising, publications, website and social media tools, and media 
relations. 

 Oversees internal and external resources as they relate to the marketing and communications 
plan (e.g. printers, writers, graphic designers, advertising, etc.), including budget allocation. 

 Provides strategic communications counsel to the CEO and senior leadership team to manage 
issues. 

 Acts as staff liaison to Marketing & Communications Committee.  

 Develops and implements marketing and communications recommendations for fund 
development areas (Annual Giving, Major Giving, Planned Giving, and Events) including: brand, 
creative direction, integrated fundraising and digital tactics. 

 Functions as a BHF-wide resource in developing BHF stories for use in external and internal 
communications. 

 Engages with Burnaby Hospital medical staff and leadership as required to carry out and 
execute various marketing and communications duties and projects.  

 Manages media relations, researches editorial opportunities and builds relationships with key 
media. 

 Develops and manages measurement tools and research to benchmark and measure marketing 
and communications programs. 



 Leads and executes strategic marketing and communication plans related to signature events 
including creation of event marketing collateral (invites, posters, sponsor recognition).  

 Provides leadership to Marketing Coordinator to maximize their contribution to BHF’s 
marketing and communications goals.  

 

QUALIFICATIONS 
 A degree, diploma or certificate from a reputable education institution with a focus in 

communications, marketing, public relations, or other relevant discipline.  Three years 
(minimum) experience as a communications and marketing professional.   

 Graphic design skills and experience are desirable. Working with graphic design programs and 
platforms such as InDesign and Canva is considered an asset.  

 Knowledge of and experience in website management is preferable.   

 Knowledge of fundraising principles and techniques.  

 Demonstrated project management experience.   

 Highly organized and strong attention to detail.   

 Ability to organize and prioritize workload and perform under tight deadlines.     

 High degree of initiative, adaptability and resourcefulness.  

 Strong problem solving skills. 

 Ability to successfully manage multiple projects simultaneously.  

 Ability to proactively monitor and adjust activities to respond to changing circumstances.  

 Demonstrated success at building relationships with media.  

 Strong written and verbal communications skills. 

 Ability to work flexible hours including evenings and weekends.  

 Must have valid BC Driver’s license and access to a vehicle.  

 Experience working in a nonprofit environment is an asset.  

 Experience working in a healthcare environment or within a complex organization with multiple 
stakeholders is an asset.  

 

COMPETENCIES 
 Exceptional communication, visual, writing, editing, and organizational skills. 
 Experience in implementing and executing strategic communication plans. 
 Expertise using social platforms including Facebook, Instagram and LinkedIn.  
 Proficient in Word, Excel, Power Point and Outlook.  
 Ability to work effectively with multiple stakeholders including: board members, program staff, 

volunteers, donors, and clients. 
 Exercises tact, discretion and good judgment when handling sensitive and/or confidential 

matters. 
 Ability to multi-task in a team environment, as well as work independently. 


