
 
 
Bruce Peninsula Hospice Employment Opportunity 
 

Position: Marketing Assistant  

Application Deadline:  Wednesday Aug 27th, 2021 

Anticipated Start Date: Tuesday Sept. 7th, 2021 

Compensation: $16/hour 

 

Who we are: 
Bruce Peninsula Hospice (“BPH”) is a volunteer-based organization committed to providing 
compassionate, non-medical care by trained volunteers for families who choose end-of-life care 
and/or bereavement support. We provide our services on the Bruce Peninsula and surrounding 
rural area at no cost and work cooperatively with community health care providers. Volunteers 
are predominantly retired individuals who undertake Hospice Palliative Care training and serve 
in multiple capacities including Board of Directors, Committees and Hospice and Bereavement 
Client Care.  BPH has one permanent full-time paid staff person (Manager). Founded in 1995, we 
have over 25 years of offering our compassionate care to over 1,000 people in our area. We 
challenge ourselves, our clients and our community to live well, to be strong and heart-full in the 
uncertainty of new health realities and to support quality of care for life (www.bphospice.ca). 
 

The Role: 
BPH is seeking a self-directed, creative, detailed-orientated and organized team player to assist 
us in the development and delivery of our marketing, outreach and fundraising activities. 
Supported by the organization’s Manager and working with a team of dedicated and passionate 
volunteers, the candidate will help promote our organizations’ services, recruit volunteers and 
grow our compassionate community connections and donor support. The candidate will assist 
in the development and distribution of creative resources and materials, as well as contribute 
to the statistical tracking of program activities and documents management. The candidate will 
bring their own interest in community-relevant health care and enthusiasm for marketing and 
fundraising within a non-profit organization. The successful candidate will be a highly skilled 
writer, have strong interpersonal skills, an understanding of digital marketing and database 
technologies, and a commitment to quality and confidentiality. 
 
This is a part-time, fixed length position of 275 hours. 
 

Responsibilities:  
Responsible to the Manager, Volunteer Programs and Outreach, the Marketing Assistant will: 



 Research fundraising, recruitment and marketing opportunities, assisting with the program 
development, strategy, design process, implementation, execution and evaluation of 
results.  

 Specifically, assist in strategy and design of materials to successfully build our online 
memorial/tribute and monthly donor programs including the development of a welcome 
package and digital acquisition campaign.  

 Contribute to the development and creation of materials for our annual and legacy giving 
programs and recognition associated.  

 Prepare acknowledgement letters, stewardship materials, receipts and other written 
personal correspondence with attention to detail and which furthers a meaningful 
connection to enhance retention. 

 Ensure records of contacts and communications are maintained safely and kept up to date.  

 Prepare and update recruitment, orientation and training materials including creating 
online forms and tracking materials received. 

 Complete entry of records and activity contacts and assisting with the development of 
statistical reporting.  

 Provide phone and email communications support, and organize, procure and maintain 
office supplies and materials as required. 

 Assist with a major documents-management, digital reorganization project. 

 Participate in external organization activities as assigned, preparing and setting up display 
and marketing materials. 

 Adhere to all organization policies and procedures, and respect and uphold confidentiality. 
 

Qualifications: 
Essential 
Candidates will have: 

 Excellent written communication skills and digital literacy; 

 Excellent organizational and documentation skills, be a good communicator and team 
player; 

 Post-secondary education in marketing, non-profit management, humanities or social 
services;  

 The ability to organize workflow and meet deadlines under minimal supervision; 

 Proficiency in MS Office and Teams, Google Drive, iOs, Android, Zoom or other video 
conferencing programs, handheld devices and comfortable learning new computer 
applications; 

 Self-motivation, excellent organizational and problem-solving skills, proven ability to work 
remotely and forge respectful, professional relationships; 

 Availability to work flexible hours, including evenings as needed; and 

 Integrity, sound judgment, tact, discretion, ability to maintain confidentiality and privacy as 
per PHIPA and a healthy sense of humour and fun! 

Assets 
Ideally the candidates will: 

 Be skilled in providing excellent customer/donor service.  

 Have interest in community-relevant health care and community development. 

 Be creative and have experience in fundraising, marketing and volunteer management; 



 Reside within our service area and have familiarity and knowledge of the Bruce Peninsula.  
The successful candidate will be expected to complete assigned Hospice Palliative Care 
training and provide a Criminal Record Check.  

This position is partially funded through the Canada Summer Jobs program. Preference will 
be given to candidates who meet the following criteria established by the funder: 
 Are no more than 30 years of age during the contract period (born AFTER February 25, 1992) 

 Are 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 

 

Application Process: 
Qualified applicants can apply by sending your resume and cover letter to info@bphospice.ca 
by no later than Wednesday Aug. 27th, 2021 5:00 pm EST. 
 
This position is made possible through the Canada Summer Jobs Program.  
 


