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Social Media and Communications Administrator (Part-time 20 hours/week) 

Our client is a full-service, boutique PR agency that provides purpose-driven and socially 
responsible businesses and non-profit organizations with strategic communication services.  We 
are on the hunt for an all-star communicator/administrator with aspirations for a career in PR to 
join their Vancouver-based team for a newly created part-time role.  

If you love efficiency and order, and you thrive on helping an organization be more productive 
then let’s chat.  We’re looking for someone who can build capacity for our internal team, and 
who can jump into almost any situation with positivity, curiosity and the ability to think critically 
to deliver solutions. No day/week will be the same. Ideal candidates are located in the Vancouver 
area so that you can work closely with our hybrid team (in office Tues/Thurs, remote 
Mon/Wed/Fri) and learn as much as possible to enrich connections with our clients and one 
another. 

 

About our client 

Our client partners with emerging and established companies that focus on sustainable products 
and services, climate technology and health and wellness. They work with companies that care, 
show leadership in their fields, and deliver a positive impact on humanity. 
 
Our client is a team of values-based PR veterans who are fiercely loyal to their clients. They build 
winning PR campaigns that are based on integrity, truth, and purpose, and we are driven by 
achieving results. They craft and share their clients’ stories and use their business platform to 
create and influence positive change and strengthen communities, locally, nationally, and 
globally.  

Our client wants is all - the best experience for their employees and their clients! Their PR 
professionals are on a mission to support companies across a variety of industries in their pursuit 
for sustainability, health & wellness, and doing “business for good”. They are driven to create 
meaningful relationships and lasting value for their clients and to help maximize their impact and 
profit. They serve, communicate, and inspire above all else. If this sounds like a vision you want 
to be a part of then this might be the place for you. 

 

Who you are 

Help our client create the largest impact possible! You are naturally innovative and resourceful, 
and excited by the opportunity to help our client grow and be successful in every chosen pursuit. 
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You are resilient, dependable, accountable, and committed to getting things done, and done 
well.  You understand that all tasks, whether big or small, need to be taken on with the same 
level of enthusiasm and professionalism.  When faced with challenges, you lean in and dig deep 
to figure it out. You have a strong work ethic and confidence in your abilities. You know what has 
worked in the past, and you are excited to learn and test new approaches. You are enjoyable to 
work with and contribute to the culture with your authentic and integrity-based approach to all 
aspects of your communications, and by making the environment a fun and supportive place to 
work. 

 

What you’ll be Doing 

• Prepare client reports. 
• Assist with researching, planning, and executing media and client events.  
• Organize and update media/Influencer contact lists. 
• Work with Meltwater software platform (training provided): 

o create newsletters, media/Influencer lists 
o monitor clients’ earned media results, and provide analytics 
o create dashboards 
o send client PR status updates and newsletters. 

• Produce compelling social media content. 
• Research Influencers to assist with client campaigns. 
• Follow and research industry trends. 
• Undertake general communication and administrative duties. 

 

Qualifications: 

• General understanding of PR and marketing concepts and practices. 
• Proficient with computers, and ability to learn and work with a multitude of different 

software applications, i.e., databases, design software, Meltwater, Microsoft Office, Google 
Docs, etc. 

• Outstanding written and oral communication skills.  
• Proven ability to work collaboratively within a team and individually.  
• Resourceful, self-motivated, reliable, organized, multi-tasker, positive attitude, known for 

exceeding expectations, and has a sense of humour.  
• Professional, detail-oriented, driven and a problem solver. 

 

This position is a hybrid workplace model:  
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·       Tuesdays and Thursdays - Office in the Vancouver area 
·       Monday, Wednesdays, and Fridays - Remote 

 

To apply: 

Please send your resume and cover letter to cayley@thrivityhr.com 

 

Final Thoughts 

We do not discriminate on any basis. We encourage all qualified candidates to apply. Should you 
require any accommodation or have questions, please let us know. 
 
While we welcome all applications, we will only respond directly to those who are short-listed for 
a role. Thanks in advance for your understanding and wishing you all the best in your career 
journey. 
 

 


