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PO Box 130. Carcross, Yukon Y0B 1B0
(867) 821-4251
www.ctfn.ca
Employment Opportunity
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Job Title:


Communications Advisor
Department:

Governance
Employment Status:
Permanent Full Time
Salary:       

10-11 - $66,595.82 to $85,552.74/Annum
Closing Date:

August 17, 2022
JOB SUMMARY
Reporting to the Executive Director, the Communications Advisor will support the work of Carcross/Tagish First Nation (C/TFN) in the development and implementation of a comprehensive communications strategy.  She/he will provide communications support and assistance to all levels of C/TFN government, community groups, other First Nations and governments, and Clans as required.

DUTIES AND RESPONSIBILTIES 
· Develop, implement and evaluate a comprehensive communication strategy and programs designed to inform C/TFN Citizens, employees and the general public of initiatives and policies of the C/TFN Government and other C/TFN teams and committees as identified

· Oversee, write and edit content for the C/TFN website and other employee communications channels
· Leverage new and existing communications channels, including social media, to engage employees
· Organizing and/or coordinating the inter-departmental communication’s committee

· Present work with plans which will include timelines, resources required and budgets to management board and Directors.

· Gather, research and prepare communications material for internal and external audiences

· Identify the interests and concerns of individuals and key groups served by C/TFN

· Prepare and oversee preparation of briefs, bibliographies, speeches, presentations, C/TFN websites and press releases

· Assist in the training of other staff members to upload/add content to C/TFN website   

· Assist in developing and organizing workshops, meetings, ceremonies and other events for information purposes

· Prepare and deliver informational materials to increase awareness of C/TFN programs and services, initiatives and history

· Initiate and maintain contact with the media

· Arrange interviews, news conferences and press releases

· Act as a liaison between the C/TFN leadership and the media

· Promote special events for internal and external audiences as required

· Assist in the preparation of one-page bulletins, brochures and other material 

· Arrange for the dissemination of community information via multi-media sources including radio, internet, posters, sandwich boards, and other identified sources
QUALIFICATIONS

· Post-secondary degree or diploma in public relations, communications, journalism or related discipline and 1-3 years’ experience working directly in communications and/or media relations OR without post-secondary education, 5+ years related work experience

· Experience with design software (e.g. Photoshop, Illustrator) will be considered an asset

· Excellent organizational skills and attention to detail

· Excellent written and oral communication skills

· Ability to work independently and as part of a team

· Experience participating in projects involving various stakeholders 

· Experience providing advice on corporate communications matters

· Experience working in a fast-paced environment with changing and conflicting priorities

· Ability to work in an environment that may involve crisis situations

· Willingness to learn traditional and cultural practices of C/TFN as applicable within the governance setting

· Professional and friendly attitude with excellent customer service skills 
· Completion of Peacemaking Circle Training is encouraged and will be considered an asset
CONDITIONS OF EMPLOYMENT 
· Must have and maintain a valid class 5 Yukon Drives License
· Must submit a recent criminal records check
· Must be willing and able to travel both in and outside of Yukon
· May be required to carry equipment up to 25 lbs
______________________________________________________________

Preference will be given to C/TFN Citizens, Associate Members and Indigenous peoples on all competitions. We thank all those who apply and advise that only those selected for further consideration will be contacted.

Please Note:
· No compensation will be given for moving costs and applicants must be eligible to work in Canada.

· Job descriptions are available from C/TFN Human Resource Department 

· For more information and to see additional employment opportunities, please visit our website at: www.ctfn.ca/employment
PLEASE QUOTE THE COMPETITION TITLE ON YOUR APPLICATION WHEN APPLYING.  

APPLICATIONS/RESUMES MUST BE RECEIVED BY 11:59PM ON THE CLOSING DATE.  

Apply to:

Carcross/Tagish First Nation

Human Resources Department

Box 130, Carcross, Yukon Y0B 1B0

Phone: (867) 821-4251 Ext 8213
Email: HumanResources@ctfn.ca
