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Social Media and Administrative Co-ordinator

[bookmark: _GoBack]JOB DESCRIPTION
This nine month contract position is 10 hours per week for nine months. The position includes updating the website regularly, developing, updating and monitoring social media and providing administrative support to the Director and the Board of Directors. Past experience and references required. The closing date is June 10.
Responsibilities:
· Update and forward appropriate information to OAITH’s website
· Develop, update and monitor social media accounts such as Facebook, Twitter, etc. 
· Connect with shelter staff about OAITH web-based resources
· Educate OAITH staff on the use of social media
· Administrative support to Director of OAITH and the Board of Directors 
· Participate in special events ie. Press Conferences, Annual General Meetings of the Board, etc.
· Other duties as requested by the Director

Qualifications:
· Relevant Diploma/Degree or experience
· Knowledge of Violence against Women 
· Intermediate to advanced computer skills including MS Outlook, Word, Power Point, Internet, Website use and Social Media Tools such as Facebook, Linked In and Twitter
· 1-2 years of demonstrated experience in office support and/or administration
· Experience in organizing meetings and events
· Excellent time management and organizational skills with the ability to work on multiple projects simultaneously
· Excellent written and verbal communication skills

Grounded in principles of anti-racism and anti-oppression, we recognize and encourage applications from all communities. Applicants are invited to self-identify in their cover letters. 

Only those selected for an interview will be contacted. 

Contact: info@oaith.ca   No phone calls please
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Ontario Association of Interval & Transition Houses

2 Carlton Street
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Toronto, Ontario
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Tel: (416) 977-6619
Fax: (416) 977-1227
Email: info@oaith.ca




