
 

 
Marketing Communications Coordinator 
 
Date posted: May 7, 2018 
Application deadline: May 21, 2018 at 5:00pm 
Start date: June 4, 2018 (flexible) 
End date: November 30th, 2018 with possibility to renew 
Pay: $17.50/hour x 35 hours/week 
 
  
Organization Information 
  
The St. John’s International Women’s Film Festival is one of the longest running women’s film 
festivals in the world. Our annual five-day film festival will be held October 17-21, 2018 in St. 
John’s. In addition to our Festival, we organize professional development and networking events 
such as our [Interactive] Film Industry Forum, as well as educational programs for youth. We 
also host film screenings and special events throughout the year. The Festival is a non-profit 
organization, offering one of the province’s most anticipated cultural events of the year.  
 
Job Description 
 
Reporting to the Executive Director, the Marketing Communications Coordinator helps 
deliver and maintain the voice and brand of the St. John’s International Women’s Film Festival, 
a feminist organization known for its excellent programming and its prominent, leading role in 
the ongoing discussions about women in film. The Marketing Communications Coordinator is 
responsible for managing and producing content that will deliver our message to both the public 
and media, with a focus on our main Festival each October. The ideal candidate is personable, 
friendly, a team player, is extremely organized, takes direction well, and enjoy sharing creative 
ideas and executing plans with a small, supportive team.  
  
Duties include, but are not limited to:  
 

- Maintaining up to date knowledge of the film and television industry, and the leading 
research and articles about women therein. 

- Writing all press releases and press kits. 
- Help build marketing pitch packages. 
- Managing and creating content for the Festival’s social media channels and 

e-newsletter. 
- Updating and building content for our website and blog. 
- Building and managing digital marketing campaigns. 
- Overseeing the Festival press conference, including guest list. 
- Ensuring all publicity materials from filmmakers is delivered and available. 
- Assisting in the development of our Festival Program and marketing materials. 



 

- Writing and outsourcing engaging news pieces and interviews for the Festival blog. 
- Coordinating with the media to organize interviews and other Festival coverage.  
- Coordinating all advertising purchases and media buy.  
- Ensuring all Festival communications materials includes includes appropriate recognition 

for sponsors, partners and supporters. 
- Tracking and reporting marketing campaign data. 
- Writing marketing reports. 

 
 
Requirements 
In addition, the candidate should demonstrate the  following skills: 
 

- Ability to work flexible work hours, including long hours during Festival week 
- Excellent written and verbal communication 
- Excellent organization 
- Proofreading and copy editing  
- Developing timelines and meeting deadlines 
- Developing and maintaining media contacts 
- Proficiency with Microsoft Excel, Microsoft Office, and Google Docs 
- Previous experience working with budgets and professional writing 
- Experience with social media management  
- Experience with digital media marketing an asset 
- Experience and understanding of analytics 
- Basic graphic design skills a strong asset 
- Open to professional development training 
- Understanding of the local film and arts community an asset 
- A degree in marketing, communication, journalism, public relations, or equivalent work 
experience. 

 
 
We thank all applicants for their interest, however, only those selected for an interview will be 
contacted. Please email resumes and cover letters to Jenn Brown at: 
jenn@womensfilmfestival.com with subject line “Communications Coordinator.” For more 
information, email Jenn or call: (709) 754-3141. 


