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COMMUNICATIONS AND EVENTS OFFICER 
JOB POSTING 

 
 
 
Position Title:     Communications and Events Officer  
Position Term & Type:   1 Year contract; full time (possibility of renewal) 
Location:    Ottawa, Canada 
Immediate Supervisors:  Manager of Programs  
Starting Salary:   $40,000 annual (+ benefits package) 
Estimated Start Date:   June 1, 2015 
Application Deadline:   May 21, 2015 
 
 
ABOUT US 

ParlAmericas* is a hemispheric organization composed of the national legislatures of 35 
independent states from North, Central, and South America, and the Caribbean. We serve as an 
independent network for parliamentarians of the Americas and promote parliamentary participation 
in the inter-American system of the Organization of American States (OAS). 

Since our founding in 2001, our work has improved inter-parliamentary dialogue through the hosting 
of meetings and training opportunities, and through the facilitation of year-round discussions and 
follow-up actions.  

As delegates at our events, parliamentarians from across the Americas gather to share experiences 
and best practices for enhancing regional cooperation and sustainable development. They issue 
recommendations and take them back to their respective legislative chambers. 

 
JOB SUMMARY 

 
Under the supervision of the Manager of Programs, the Communications and Events Officer, is 
responsible for administering ParlAmericas’ communications with member parliaments and 
stakeholders; for updating and maintaining the ParlAmericas website; and for contributing to the 
design and organization of inter-parliamentary events and training activities.  
 
ParlAmericas is a small, dynamic, open-concept office environment, requiring good communication 
and close collaboration amongst all ParlAmericas staff.  Program delivery will require occasional 
travel and some irregular work hours. 
 
  
PRIMARY RESPONSIBILITIES 
 

 Develop and update the content of the ParlAmericas website in ParlAmericas four official 
languages 

 Contribute to ParlAmericas social media presence 

 Develop, design, and edit ParlAmericas publications and communication material such as 
(information packages, brochures, press releases, media kits, promotional material, annual 
reports, etc.) and produce briefs as required 

 Contribute to the public relations dimension of ParlAmericas events and projects in 

http://www.parlamericas.org/en/about/members.aspx
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consultation with ParlAmericas’ management and partners (e.g. organization of press 
conferences) 

 Support report writing and development of publication contents 

 Prepare and distribute mass mailings 

 Draft or edit official correspondence 

 Write minute meeting reports 

 Support logistical and administrative arrangements for ParlAmericas meetings and activities 

 Prepare and distribute ParlAmericas membership dues communications to member 
countries, and monitor/report received dues 

 Translate, review and edit translations in ParlAmericas languages as required 

 Support team members and take on other tasks and duties as required for the delivery of 
ParlAmericas programming 
 

 
QUALIFICATIONS 
 

 Minimum of undergraduate university degree in communications, marketing, journalism, 
translation, or other relevant field   

 Minimum 2 years relevant professional experience  

 Excellent oral and written communication skills, including the ability to compose original 
material, to analyse and synthesise complex information, to edit and proofread, with superb 
attention to grammar, spelling and other details 

 Excellent command, written and spoken, of both English and Spanish; working knowledge 
of French and/or Portuguese, an asset 

 Experience and demonstrated ability in working with a variety of media, including traditional 
and social media 

 Knowledge in CMSs, Outlook and MS software applications (Word, Excel, PowerPoint) and 
of ICTs 

 Knowledge of editing software (Photoshop, Publisher, Open Source Software) 

 Exceptional organizational skills, ability to work independently and as part of a team using 
initiative and judgment 

 Ability to work under short deadlines, resource limitations and balance multiple activities and 
demands 

 Availability for travel abroad, when required 

 Knowledge and interest in Latin America and the Caribbean issues 

 Eligible to work in Canada 
 

 
 
Please send your C.V. and letter of interest in English no later than Thursday, 21 May, 2015 at 
5:00pm Eastern Time to anabella.zavagno@parl.gc.ca.  
 
ParlAmericas is an equal-opportunity employer, offering competitive compensation and a 
stimulating, professional work environment. Visit us at http://www.parlamericas.org. 
 
 


