
 
 
 
 
 
 

Nourish is  recruiting for a  part-time 
Administrative &  Communications Assistant 

(Toronto, January 2018-April 2019) 
 

Nourish is building a future where the impact of food on health is understood and valued. Through the Nourish 
leadership program, we work with a national community of 25 innovators in healthcare who influence the 
culture and practice of food in their organizations and communities through improved menus, more 
sustainable purchasing, and other initiatives for patient and resident well-being. Our cohort serves 
anglophone, francophone, and Indigenous communities in rural and urban contexts across Canada, and we 
aim to deliver a program that reflects this linguistic and cultural diversity. We work from a sustainable 
development and systems perspective that integrates environmental, economic, social and health issues. In 
addition to the leadership program, we undertake strategic communications around food and health; host 
targeted convenings to incite policy change; and work to build sustainable value chains. 
 
We are a small, fast-paced initiative that is looking for an administrative and communication assistant who will 
help to magnify the team’s impact with their strong organizational and communication skills. This person will 
play a critical role in supporting our remote team and cohort, and will work part-time alongside two 
Toronto-based colleagues. We are looking for a highly-organized and enterprising individual who wants to roll 
up their sleeves for a systems-change initiative with bold ambitions to create more just, inclusive food and 
health systems that support the health and wellbeing of all the populations they serve.  
 
Contract: Part time, 16 months (25 hours/week, mix of morning and afternoon availability preferred) 

Duration: January 2018-April 2019 

Location: Toronto (possible combination of remote and in-office work, 720 Bathurst St) 
Compensation: $22/hour 
 
 
Major Responsibilities: 
 

1. Communications support 
 

● Working with the core team to create and mobilize content for the editorial calendar, e.g. assisting with 
writing and reviewing blogs. 

● Implement social media strategy, including posting regular tweets, Facebook, LinkedIn posts and 
interacting with relevant groups and individuals online. 

● Assist in coordination of communication, e.g. updating Nourish mailing list, identifying and connecting 
with target audiences and communication channels 

●  Supporting Innovators, collaborative teams and other Nourish collaborators with communication to 
external audiences.  

● Updating website with news, photos and resources 
 

2. Administrative assistance 
 

● Provide ongoing administrative support to leadership programming, including maintaining organized 
files, booking zoom meetings, taking meeting notes, and assisting with correspondence and 
communication with Nourish cohort.  

http://nourishhealthcare.ca/


 
 
 
 
 
 

Nourish is  recruiting for a  part-time 
Administrative &  Communications Assistant 

(Toronto, January 2018-April 2019) 
 

● Assist with booking and logistical support for major Nourish gatherings.  
● Assist with collection and analysis of cohort data from development updates and other programming 

surveys.  
● Support with events and webinars, including drafting invites, web copy, taking notes, implementing 

survey evaluation, and liaising with attendees.  
● Assist in coordination of and participate in team meetings, including ongoing tracking of a team 

dashboard. 
● Undertake occasional information-gathering projects related to Innovator development, collaborative 

projects, or core team needs.  
● Other activities to support team administrative and communications needs. 

 
 
Requirements/Qualifications: 
 

● Excellent written and verbal communication skills 
● Ability to work well independently on several projects concurrently; strong team-working skills 
● Self-starting, flexible, and adaptable; able to work remotely and in a non-traditional work environment 
● A master organizer who is able to prioritize and pays attention to detail 
● Curiosity about the world and ability to have nuanced conversations about complex issues 
● Sound judgment and ability maintain discretion and confidentiality at all times 
● Software proficiency in Microsoft Office and Google suite, particularly in Excel/Google Sheets for basic 

data management and powerpoint required; proficiency in Illustrator or InDesign an asset 
● Comfort with (or willingness to learn) project and event management tools like Asana, SurveyMonkey, 

Highrise, MailChimp and Eventbrite; experience on Wordpress an asset 
● Demonstrated  interest and experience  in sustainability or social and environmental issues  
● Knowledge of food and health systems as asset, including topics such as sustainable agriculture, 

Indigenous health, or climate change  
● French an asset, but not required 

 
Application  
 
Please send a cover letter, CV with three references, and a writing sample in a single PDF to 
hlapalme@mcconnelfoundation.ca with the subject line “Administrative and Communications Assistant.” 
Please indicate your availability and preferred hours in your cover letter.  
 
Application deadline: 9am EST on Wednesday, January 3, 2018.  Candidates invited to an interview on January 
8-9 may be asked to complete a 30-minute assignment beforehand. Candidates should be available to start 
immediately.   
 
Nourish is committed to having a team that reflects the diversity of the communities and issues we work 
with. We welcome applicants with a wide range viewpoints and of academic and lived experiences. 
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