
  

 JOB POSTING 

Manager, Marketing, Communications and Special Events 
Full-Time Permanent 

 
About Child Development Institute   
Child Development Institute (CDI) is a leading children’s mental health agency in the City of Toronto offering a 
range of services to approximately 3,500 children ages 0‐12, youth ages 13-18 and their families each year. Our 
mission is to promote and support the healthy development of children and to strengthen the families and 
communities in which they live. We provide four streams of service to families in need: early intervention, 
family violence, healthy child development and specialized mental health services for children and youth with 
learning disabilities.  
 
Position Summary: 

The position reports to the Director, Fund Development, Marketing & Communications.  As a key member of 
the Fund Development Marketing and Communications team, the position is accountable for driving and 
executing key marketing, public relations and communications initiatives by providing strong strategies and 
project management, operational and analytic support on all assigned initiatives in the areas of fundraising, 
media, events, web, design, corporate and other integrated campaigns and initiatives. Special integrated 
campaigns will require strong project management, marketing and public relations expertise, and the ability to 
work with multiple stakeholders including clinical staff, family, corporate partners, government and community 
partners. Responsibilities will include executing a recently developed marketing strategy and taking a 
leadership role to ensure the Fund Development, Marketing and Communications team achieves maximum 
results for all integrated campaigns. 
 

Major Duties and Responsibilities: 

The successful candidate would be responsible for the following: 
 

1. Marketing, communications and public relations 

 Responsible for creating, implementing and measuring the success of: a comprehensive 
marketing, communications and public relations program that will enhance CDI’s image and 
position within the marketplace.  

 Responsible for rolling out a new marketing strategy for the agency in close partnership with 
the board, senior management and the agency’s marketing consultant.  

 Responsible for editorial direction, design, production and distribution of all CDI publications, 
both print and digital. 

 Develop and execute a digital marketing strategy for the agency. 
 Coordinate the appearance of all CDI print and electronic materials such as letterhead, use of 

logo, brochures, etc. 
 Lead projects as assigned, such as specific program/fundraising marketing and special events. 

2. Planning and budgeting 

 Responsible for the achievement of marketing/communications/public relations mission, goals 
and financial objectives.  

 Develop short-and long-term plans and budgets for the marketing/communications/public 
relations program and its activities, monitor progress, assure adherence and evaluate 
performance. 

 Develop, implement and monitor systems and procedures necessary to the smooth operation 
of the marketing/communications/public relations function. 
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3. Special event 

 Event management of agency and third party events. 
 Create concept for each event: establish venue, entertainment, ambiance, theme, food and 

beverage, auction items and gifts.  
 Draft correspondence and coordinate appropriate solicitation mailings. 
 Work with Fund Development staff on securing sponsorships.  
 Manage all staff schedules/ logistics.  
 Lead development and execution of the marketing plan for each signature and partnership 

event, ensuring the CDI brand is fostered and reinforced throughout and measured post-event. 

4. Human Resources Planning and Management 

 Responsible for workforce planning and the leadership, motivation, performance and training 
of assigned staff in accordance with sound management practices, and CDI’s values. 

 In collaboration with Human Resources, recruits, interviews, selects, hires and maintains 
staffing requirements (including volunteers) in keeping with agency service standards. 

 Ensure effective management within the marketing, communications and public relations 
function, with provision for succession. 

 

Qualifications and Experience: 

 Bachelor degree in journalism, marketing, public relations preferred.  
 7-9 years of experience in marketing, communications or public relations with demonstrated success, 

preferably in the not-for-profit or association sector. 
 Membership in IABC (International Association of Business Communicators) and IABC accreditation is 

desirable. 
 Demonstrated skills, knowledge and experience in the design and execution of marketing, 

communications, events and public relations activities. 
 Strong oral and written communications skills. 
 Experience in developing and executing digital marketing strategies. 
 Event experience and experience working with volunteers. 
 Applied knowledge of marketing and communications principles including public relations, promotion, 

branding, media relations, publication development and production, special event planning and crisis 
communications. 

 Ability to organize, clarify and communicate complex or ambiguous ideas effectively through engaging, 
easy-to-understand messages. 

 Strong creative, strategic, analytical, organizational and personal sales skills. 
 Experience developing and managing budgets, and hiring, training, developing, supervising and 

appraising staff. 
 Demonstrated successful experience writing press releases, making presentations and negotiating with 

media. 
 Experience overseeing the design and production of print materials and publications. 
 Computer literacy in MS Office, Adobe Creative Suite, Mailchimp, Drupal and WordPress. 
 Commitment to working with shared leadership and in cross-functional teams. 
 Ability to independently prioritize and manage several competing, complex and evolving projects. 

 
Deadline for Applications:   March 9, 2018  
Submit application via email to:  careers@childdevelop.ca 
 
All applicants are advised that offers of employment are contingent upon the successful completion of a police records check.  
 

We strive to foster a workplace that reflects the diversity of people and the communities we serve and we are committed to excellence and inclusion in our 

Agency. We welcome applications from all qualified candidates. We thank all those who apply. However, only those selected for an interview will be 

contacted. 


