
 
 

Job Full-Time Interim Communications Coordinator 
Job Ref # # 53-2021 
Rate of Pay $26.43 – $35.24 per hour based on a 37.5 hour work week. 
Deadline: This positon will remain open until a suitable candidate has been hired. 
Primary Location La Verendrye General Hospital (may attend other locations as directed) 

 

Riverside Health Care Facilities 

Job Ref # 53-2021   

Riverside Health Care is a fully accredited multi-site, multi-faceted health care system providing service 
to the Rainy River District in spectacular Northwestern Ontario.   
 
The Administration Department at LaVerendrye General Hospital is actively seeking a Full Time Interim 
Communications Coordinator. The successful candidate must be able to meet the normal requirements 
of the job and possess the following: 
 
QUALIFICATIONS NECESSARY: 

 
 Bachelor’s degree, or three year diploma in media studies, public relations, communications 

or equivalent combination of education and related work experience. 
 Minimum of 3 years of practical experience in Health Care Communications, Public 

Relations, Public Health Communications, Corporate Communications, or related discipline.  
 Experience with the successful development of grant proposals is an asset.  
 Exceptional written and verbal communication skills. 
 High level of proficiency in the development of websites, and use of social media 

applications. 
 High level of proficiency with common office software applications including word 

processing, spreadsheet, presentation and email software. 
 High level of proficiency with desktop publishing, and image editing software. 
 Ability to grasp and effectively communicate technical and medical information, ability to 

write in a wide range of styles and formats, for a wide variety of audiences. 
 Ability to work well both independently and as a member of a team. 
 Ability to manage tight timelines, and competing priorities. Experience managing projects an 

asset.  
 Must possess highly developed critical thinking skills, and be able to exercise sound 

judgment.  
 Ability to effectively manage and facilitate multiple cross-functional tasks and projects. 
 Must be able to provide counsel to senior administration in regards to external and internal 

communication, and public relations.  
 
BASIC RESPONSIBILITIES: 
 
1. Serve as the communications and public relations lead for Riverside, as designated by Senior 

Administration. 
 
2. Communicate Riverside's goals and initiatives in a clear, responsible and timely manner to 

internal and external stakeholders. 
 



3. Promote Riverside's position as a leader in healthcare, by raising awareness of the good work 
we do and advancing Riverside’s reputation as an organization. 

 
4. Encourage patient/client-centered communications that are respectful and responsive to needs, 

beliefs, values and preferences and lead to good health outcomes.  
 
5. Promote effective dialogue between internal staff. Increasing opportunities to provide feedback 

on organizational and local area issues will raise staff satisfaction levels and help to build 
understanding, support and advocacy for Riverside leadership and transformation activities. 

 
6. Build a strong identity to support Riverside's strategic direction and transformation. Support the 

strategic communication goals of the organization brand development and ongoing perception 
and reputation initiatives.  

 
7. Establish conditions for communications excellence.  Nurture linkages between departments 

and roles, formulate and support relevant policies and guidelines, and optimize key 
communications channels. 

 
8. Manage risk communications effectively, while utilizing risk management techniques in carrying 

out duties. 
 
9. Provide on-call coverage for crisis and media issues. 
 
10. Ensure timely submission of all required materials. 
 
 
SPECIFIC DUTIES: 
 
1. Supports planning and execution for communication plans and programs, major organizational 

campaigns and initiatives related to public relations, reputation management, branding, 
organizational communication, social media and executive communication. 

 
2. Liaise with and establish strong linkages with community partners.  Build relationships with 

external stakeholders in our community and those with special needs regarding accessibility 
and diversity. 

 
3. Oversee website and Intranet design, management and editorial maintenance. Ensure 

maintenance, and development of corporate social media presence 
 
4. Establish guidelines and standards for key communication tools and dissemination of 

information, both internal and external. 
 
5. Coordinate and/or support surveys, including lead role in utilization and selection of survey tools' 

to your job description 
 
6. Populate and maintain strategic reporting tool for Board of Directors. 
 
7. Establish and maintain community and media relations.  
 
8. Keep abreast of current organizational initiatives, projects and services through regular and 

ongoing communication with administration, directors, managers and staff. 
 
9. Coordinate and develop newsletters, as appropriate. 
 



10. Strategic communication planning, communication plan development, issues management, 
crisis communications and events planning (e.g. New Years baby, Shine The Light Campaign). 

 
11. Attend organizational and community events to foster promotion. 
 
12. Ensure communications are vetted through CEO and Senior Administration as appropriate. 
 
13. Partners with management to identify key messaging platforms and best practices to 

disseminate those messages. 
 
14. Assist with development of proposals for external and internal distribution; including planning, 

writing, reviewing and submitting, as required. 
 
15. Participate in the Department’s Quality Management Program and provide support for 

accreditation to the operations departments. 
 
16. Manage internal and external inquiries for media related matters. 
 
17. Carry out all work assignments safely and be knowledgeable of and in compliance with relevant 

regulations, policies and procedures (e.g.  Occupational Health and Safety Act). 
 
18. Provide leadership in development of Annual Report. 
 
19. Other related duties as assigned. 
 
 
CONDITIONS OF EMPLOYMENT: 
 
1. Human Resource Policies 

2. Corporation Policies 

3. Department Policies 

4.  Valid Class ‘G’ Driver’s License 

5.  Must provide satisfactory vulnerable sector check 

 
If you have excellent people, communication and organizational skills, and are looking for a role 
designed to help you expand your existing skill-set, this position will be an excellent opportunity for you. 
Feel free to contact us if you are interested, we look forward to hearing from you.  
_______________________________________________________________________ 
 
Interested candidates are invited to confidentially explore this opportunity or submit their resume 

and cover letter to: Human.Resources@rhcf.on.ca. 
 
 

Riverside Health Care Facilities is committed to ensuring that all employment practices are inclusive. 
As an organization we are committed to providing and arranging accommodation for candidates upon 

request. 
 

mailto:Human.Resources@rhcf.on.ca

