
	

 
Communications and Conference 

Coordinator Intern 
Mattawa, Ontario 

	

Job Description:  Based at the national office of the Canadian Institute of Forestry/Institut forestier du Canada 
(CIF-IFC) at the Canadian Ecology Centre (CEC) near Mattawa, Ontario - the primary objective of the 
Communications & Conference Coordinator will be to coordinate events, publications and campaigns to profile 
Canada 150, and the role of the forest sector in Canada. The intern will play a large role in the coordination of 
the 2017 CIF-IFC 109th Annual General Meeting (AGM) and Conference, and will work closely with all 
committees that are involved in the organization of the conference. A component of the 2017 CIF-IFC AGM will 
include a tour of forestry operations in northern Ontario, specifically the North Bay and Mattawa area, to 
promote and display the sustainable forestry practices in northern Ontario to delegates across Canada and 
internationally. In addition, the Communications & Conference Coordinator will work to ensure all CIF-IFC 
communications are consistent, and ensure that the CIF-IFC’s website and social media platforms are 
effectively administered and maintained.  

Duration: One-Year Contract 
 
Job Responsibilities: 

1. Coordinate events, publications and campaigns to profile Canada 150, and the role of the forest 
sector specifically during the CIF-IFC AGM and Conference, and National Forest Week.  

2. Develop and deliver special events and programming for the 2017 CIF-IFC 109th AGM and 
Conference.  

3. Coordinate a comprehensive northern Ontario forestry tour in conjunction with the 2017 CIF-IFC 
AGM.  

4. Assist in report writing, design and delivery of the CIF-IFC's membership magazine. 
5. Lead and assist in the creation, writing and production of practitioner friendly and plain language 

articles, tech notes, editorials, media releases focusing on new forest research and science and its 
use in improving sustainable forest management practices. 

6. Assist in the production of a variety of user-friendly communications products using various software 
packages and social media platforms (Word, Power-Point, Publisher, Access, Excel, etc.). 

 
Required Skills: 

1. University degree or diploma in one of communications, forestry, natural resources management or 
related natural sciences.  

2. Significant coordination and event planning experience. 
3. Superior communication (written/verbal), and analytical skills (Bilingual is an asset).  
4. Experience working with a range of stakeholders or interest groups; good interpersonal skills. 
5. Proficiency in MS Office. 
6. Outstanding organizational skills, with the ability to manage multiple projects and meet deadlines. 
7. Flexible, organized, enthusiastic, a team-player and self-motivated. 
8. Experience managing multiple social media platforms. 

 
Application Deadline: May 24, 2017 
 
Please send applications to:  Jordan MacMillan 

Email: jmacmillan@cif-ifc.org  
Phone : 1-613-433-6698 

	
	

 
 

THIS OPPORTUNITY  
PROUDLY SUPPORTED : 


