
Communications Officer (Summer Work Experience Position)

Estimated Start Date: Monday May 30, 2022 (flexible)

Application Deadline: Sunday, May 15, 2022

Assignment Term : 8 week position

Eligibility Restrictions: Applicant must be aged 30 or under, and be a Canadian citizen or

permanent resident (per conditions of the Canada Summer Jobs

Program that is funding this position- see full requirements below)

Language Profile: Fluency in English essential; Spanish, French, Portuguese assets

ABOUT PARLAMERICAS

ParlAmericas is the inter-parliamentary institution that promotes parliamentary diplomacy in the inter-

American system. Convening the national legislatures from North, Central and South America and the

Caribbean, ParlAmericas works to strengthen democratic governance in the hemisphere by enhancing

the ability of legislators to fulfill their roles and responsibilities through exchanges of good practices, the

production of tailored resources, and by promoting cooperative political dialogue between parliaments

and with civil society organizations at a regional and national level. ParlAmericas programming is focused

around three main issues: gender equality, open parliament and climate change.

TERMS OF REFERENCE

ParlAmericas is seeking a young professional with an academic or work background in communications
to assist its production of dynamic content and provide other support that enhances awareness and the
reach of its projects to support democratic governance across Latin America and the Caribbean. Specific
responsibilities will include:

- Supporting the creation and layout of communications materials like activity and annual reports,

podcasts, graphics, videos, social media posts, newsletters and/or web articles.

- Enhancing, supporting quality assurance, and managing content across the ParlAmericas website

and other online spaces.

- Providing research and administrative support to the delivery, monitoring and evaluation, and

reporting of web activities with parliaments and civil society;

- Maintaining project files (electronic and hard copy archiving) and contributing to database

updates, and other improvements of information management systems;

- Supporting team members and taking on other tasks as required for the delivery of ParlAmericas

programming across thematic pillars.

PREFERRED EXPERIENCE AND SKILLS

● Minimum of college or university degree in a relevant discipline (e.g. communications, web

design) or equivalent work experience. Previous work experience in a legislature is an asset.

● Fluency in English is essential; working knowledge of Spanish, French and/or Portuguese would

be an asset.



● Strong verbal and written communication skills, including abilities to synthesize information,

tailor communications to different audiences, and superb attention to structure, grammar and

other details.

● Excellent time management skills and ability to work under pressure and tight deadlines.

● Grounding in gender equality principles and practices.

● Ability to work independently and as part of a team using initiative and judgment

● Strong relationship-building, political acumen and diplomacy skills in cross-cultural contexts. An

understanding of political, cultural and social realities in the Caribbean and Latin America would

be an asset.

● Knowledge of MS software applications (Word, Excel, PowerPoint)

● Experience with design software (Pikto chart, InDesign) and web content management are assets

Eligibility and Assignment Term

Funding this position is provided, in part, by the Government of Canada through the Canada Summer

Jobs (CSJ) Program. Applicants must meet CSJ program eligibility requirements to be hired.

Please read these carefully before applying. No exceptions to these eligibility rules are possible.

The position will be full-time (35 hours per week) and the assignment will be 8 weeks in duration.

To be eligible, applicants must:

● be aged 30 years or younger at the start of employment;

● be a Canadian citizen, permanent resident, or person to whom refugee protection has been

conferred under the Immigration and Refugee Protection Act for the duration of employment;

● have a valid Social Insurance Number at the start of employment and be legally entitled to work

in Canada in accordance with relevant provincial or territorial legislation and regulations

Work Location:

ParlAmericas is operating remotely during COVID-19. The Officer will work from home connecting and

collaborating with other team members via web work platforms including e-mail, video conferencing,

and collaborative document editing. The Officer must have their own computer and Internet connection.

They will maintain standard working hours consistent with other staff located in Ottawa, Ontario.

To Apply

Please send your C.V., a short cover letter (max 400 words) in English and an example of communications

work (ex: writing sample, website, social media campaign, graphic design work, etc.), no later than May

15, 2022 to info@parlamericas.org.

ParlAmericas is an equal-opportunity employer. Applicants from Latin American/Caribbean communities

are especially encouraged to apply as a component of this position will involve contact with stakeholders

from these backgrounds.

mailto:info@parlamericas.org

