Algonquins of Ontario Consultation Office Job Profile
SENIOR COMMUNICATION ADVISOR

Title: Senior Communication Advisor

Reporting to: Executive Director or designate

General Background
The Algonquins of Ontario (AOQ) are on a journey of survival, rebuilding, and self-sufficiency — a journey
of reconciliation. This journey began nearly 250 years ago when the first Algonquin Petition was submitted
to the Crown in 1772. Today, the AOO are comprised of the following ten Algonquin communities:

e Algonquins of Pikwakanagan First Nation e Mattawa/North Bay
e Antoine e Ottawa

e Bonnechere e Shabot Obaadjiwan
e Greater Golden Lake e Snimikobl

e Kijicho Manito Madaouskarini e Whitney & Area

The Algonquins of Ontario Settlement Area includes a territory of nine million acres within the
watersheds of the Kichi-Sibi! and the Mattawa River in Ontario. Based on a Protocol signed in 2004,
these communities are working together to provide a unified approach to negotiate a modern-day
Treaty.

On October 18, 2016, the AOO and the Governments of Ontario and Canada reached a major milestone
in their journey toward reconciliation and renewed relationships with the signing of the Agreement-in-
Principle (AIP). The signing of the AIP is a key step toward a Final Agreement, which will clarify the rights
of all concerned and open up new economic development opportunities for the benefit of the AOO and
their neighbours in the Settlement Area in Eastern Ontario.

Since the signing of the AIP in 2016, the AOO and the Governments of Ontario and Canada have
continued to advance negotiations towards a Final Agreement. If a Final Agreement is achieved through
this next phase, and if it is ratified by Algonquins and by the federal Parliament and provincial
Legislature, it will take the form of a modern-day treaty setting out Algonquin Aboriginal and treaty
rights protected under Section 35 of the Constitution Act, 1982.

The Teachings of the Seven Grandfathers below are the guiding principles of the Algonquins of Ontario.

The Teachings of the Seven Grandfathers

o Kwayakoziwin: Honesty: Honesty in facing a situation is to be brave.

e Tabasenindizowin: Humility: Humility is to know yourself as a sacred part of Creation.
e Manadjiyan: Respect: To honour all Creation is to have respect.

e Songideyewin: Bravery: Bravery is to face the foe with integrity.

e Nibwakawin: Wisdom: To cherish knowledge is to know wisdom.

e Sagihidiwin: Love: To know Love is to know peace.

! The Ottawa River, otherwise known as the Big River or Kichi-Sibi, has also been referred to in the Algonquin
language as “Kichisipi”, “Kichissippi”, “Kitchissippi” and “Kichisippi”
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Tebwewin: Truth: Truth is to know all of these things.

Position Summary

This position provides a wide range of strategic, operational, and capacity-building services to the AOO.
The services include internal and external strategic communications planning and execution, issue
resolution, project management, and external party relations, as well as serving as the lead on a wide
range of high priority strategic communication initiatives.

Job Duties

Communications:

Work collaboratively with team members, partners, and other stakeholder groups to
understand strategic needs, develop solutions, and create communication concepts and
content.

Develop internal and external communication strategies, plans procedures, and
opportunities for various AOOQ initiatives.

Take a lead role in researching, writing, and editing a wide range of compelling
communications materials and content, working across all platforms and channels
including executive presentations, public announcements, organizational profiles, annual
reports, news releases, backgrounders, brochures, fact sheets, web pages, newsletters,
and advertisements.

Manage emerging public issues and develop and implement proactive communications
including effective communication strategies and tactics for a variety of audiences.
Utilize earned, paid, digital media and PR tactics to achieve strategic communications
goals.

Contribute to a team peer-review process to ensure all content meets AOO standards.
Demonstrate creative thought leadership, keeping ahead of trends and providing proactive
inspiration and recommendations.

Provide editorial support to the ANRS, the AOO Consultation Office, and the Technical
Advisory Group.

Provide AOQ liaison to the Tripartite Communications Committee.

Media Relations:

Respond to media inquiries.

Coordinate interview requests.

Monitor daily media clippings.

Work collaboratively with service providers and execute media strategies.

Coordinate media efforts in adherence with protocols established by the Tripartite
Communications Committee.

Provide media relations advice, counsel, and training to AOO Consultation Office staff.

Social Media and Websites:

Develop content strategies and information architecture for social media and web
projects.

Load, update and manage social media website content.

Manage workflow with technical specialists when required.
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Community Engagement:

Attend AOO-organized community events and meetings.

Develop engagement strategies for consideration of the AOO.
Facilitate review and approval of proposed engagement strategies.
e Implement approved engagement strategies.

Meeting Attendance:
e Attend meetings such as: Algonquin Negotiation Representatives (ANR), Main Table,
Assigned Tripartite Negotiation Sub-Tables, working groups, and special project meetings.
e Prepare communication documents and materials for meetings.
e Asrequired, provide input and first review of documents prepared by other staff.

Project Management:

e Manage a variety of multi-faceted communication projects undertaking independent
research to support short- and long-term communication strategic initiatives, such as
monitoring communication trends.

e Act as project lead on assigned portfolio of communication projects and initiatives.

- Set out key deliverables.

- Determine actions required to achieve key deliverables.

- Coordinate activities within AOO and with external parties (as relevant).

- Measure project progress, evaluate progress to determine if there are any
deviations from plans, and take corrective actions, as necessary.

Relationship Development and Management:
e Identify key parties with whom the AOO would like to foster relationships.
e Build and maintain relationships with a wide range of external parties, both public and
private, through in-person meetings and regular communications by telephone and email.

INCLUSION, DIVERSITY AND ACCESSIBILITY

We are committed to promoting inclusion and diversity in our work and fostering it within our
organization. We are always looking for candidates who can expand our team culture and bring new
strengths and perspectives to the work, and strongly encourage applications from all backgrounds
and identities. An equitable and accessible recruitment process is a key part of our approach. Please
let us know if we can offer accommodations for you in the recruitment process or if you have
feedback on how to make our recruiting more accessible.

INDIGENOUS EMPLOYMENT
Self-identifying as Indigenous and/or having first-hand knowledge or experience living in and/or
working with an Indigenous community will be considered an asset.

HOW TO APPLY
Please include:
e Detailed cover letter explaining why you are interested in the position and why you are the
ideal candidate
e Resume
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e Four writing samples that demonstrate breadth of writing experience (must include one
long-format writing sample and one short-format writing sample)
¢ [f available, portfolio website (optional)

Education:

Bachelor's degree
Public Policy, Political Science, Public Administration,
Indigenous Studies, Journalism, Communications, or
related discipline.

Previous Experience:

6-10 years experience in communications and
content creation.

Internal Communication:

This position requires giving professional advice or
direction to other employees of the organization.
There is an element of influence and some
negotiation in this level, but it is not a regular activity.
Moderate level of performing presentations.

Algonquin Representative Communication:

Regular weekly communication is required with
Algonquin Negotiation Representatives providing
support and/or guidance as required by the position.

Required Qualifications:

Expert written and verbal communicator, with the
ability to articulate brand concepts, and write in a
wide range of voices and styles.

Extensive writing and editing experience across a
wide range of mediums and channels, and an
understanding of the differences and requirements of

various mediums.

Proficient in content marketing theory and
application.

Displays in-depth knowledge and understanding of
digital communication.

Excellent organizational and time management skills.

Forward thinking and in touch with current trends.

External Communication:

Giving professional advice or direction to outside
contacts is required. Some persuading, influence, and
negotiation, and is a regular activity. Limited -
moderate level of presentations and public speaking.
Contacts may include Director/senior level.

Problem Solving Skills:

Problems are different and situations are constantly
changing. Uses considerable judgment and analysis to
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arrive at recommendations or conclusions. Problem
solving based on experience and guided analysis from
Senior Leadership.

Other Position Specific Skills: e Ability to understand the detrimental and lasting
effects of colonization on Indigenous people and
respond appropriately when interacting with the
Algonquin Negotiating Representatives and other
Indigenous clients, customers, and external parties.

e Superior ability to positively interact with others
using sensitivity, tact, diplomacy, and
professionalism.

e Superior ability to lead strategic and proactive
communication initiatives and develop internal and
external communication strategies and plans.

e Superior ability to communicate with varying
audiences, capture key messages, and promote
knowledge transfer.

e Superior writing and speaking abilities in creating
and delivering corporate communications,
speeches, presentations, and media releases.

e Superior team-building skills and ability to create a
positive work environment.

e Strong ability to exercise effective judgment,
political sensitivity, creativity, and enthusiasm to
achieve high-level, effective interactions.

e Strong understanding and knowledge of media
relations and communication strategies.

e Strong ability to develop a network of media
contacts.

e Strong ability to develop and maintain websites and
use social media.

e Strong project management skills to effectively
manage complex projects and initiatives.

e Strong ability to respond effectively to and manage
emerging priorities and firm deadlines within a
multi-disciplined, fast-paced, and changing
environment.

e Strong project management skills to effectively
manage complex projects and initiatives.

e Strong analytical, research, and problem-solving
skills, providing attention to detail.

e Strong ability to work independently and in a team
environment.

e Advanced skills with the Microsoft Office suite
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e Must be able to carry out physical aspects of field
work activity.

e Must be able to lift up to 20kg (44 lbs.)

e Must provide a clear criminal record check for
working with vulnerable populations

e Must hold a valid G Class Driver’s License

e Must be able to work occasional evenings and
weekends.

Associated Responsibilities
Planning & Coordination: Planning and coordinating of complex projects, determining

deadlines, and keeping supervisor apprised of changes.

Contacts/Advocacy/Relationship | Contacts involve a) Key relationships/approvals within an
Building: organizational area b) Work with/influence others to gain
agreement. OR c) Coordinate work of others without direct
authority. Moderate impact such as lost relationships,
considerable project delay

Decision Making: Tasks assigned by general instruction, discussion, or advice, with
most details left to employee. Periodic progress/quality checks
during significant stages. Errors have some financial loss or
adverse effect on public/employee relations, loss of time.

Human Resources & Functional Supervisory duties may be assigned to lead a small work
Leadership: unit/section or to run a project, coordinating work of others. May
include periodic management of contractors or contracts with
external resources.

Financial: Moderate financial responsibilities. Has influence in developing
budget. Able to approve small and moderate purchases and
negotiate with vendors. Able to make financial decisions that are

aligned with the provided budget.

Mental Effort

Tasks require significant attention to detail for substantial periods of time and include setting the
strategic direction, developing strategies, plans, processes, and controls.

Physical Effort

Long periods of time sitting/restrained with minimal opportunity to set aside a task or document due
to urgent deadlines or intense concentration due to the complexity of activities. More than 3 hours
of computer work and audio-visual strain.

Working Conditions

‘ Physical Working Environment:
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Office with regular noise distraction and close proximity of other employees. Outdoor activity in
occasional inclement weather. Distracting noise or dust/dirt. Regular travel requirement 1-2/month

Challenging Working Conditions:
Regular contact with challenging individuals, with unique circumstances referred to supervisor.

Acknowledgement & Agreement

The above profile reflects the general details, skills, responsibilities, effort and working conditions
considered necessary to describe the principal functions and duties as required for proper evaluation
of the job and will not be construed as a detailed description of all the work requirements that may
be inherent in the job.

Job Profiles are not all-inclusive. This Job Profile describes the general nature and level of work being
performed by employees assigned to this position. Employees may perform other related duties and
tasks as required to meet the needs of the operation.




