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JOB DESCRIPTION
Title
Editorial Content Specialist

Reports to
Marketing and Communications Manager

PURPOSE:
The Editorial Content Specialist (ECS) oversees the creation and curation of Platform content. Whether created
by yourself, freelancers, curated from other sites or gleaned from other publishers; the Editorial Content
Specialist ensures that the Platform, both in print and digital, is relevant and engaging to the ABP audience.
The ECS helps develop the content pillars for the Platform and works with the team that creates and curates
all content. The ECS will be fluent in digital engagement/journalism/content principles. Reporting to the
Marketing and Communications Manager, the ECS is constantly looking for ideas, content, and collaborators;
while also ensuring deadlines and approvals are met on an ongoing basis.

RESPONSIBILITIES AND ACTIVITIES:
The Editorial Content Specialist will oversee Platform content creation in both print and digital versions. The
candidate will report to the Marketing and Communications Manager and work closely with the General
Manager and ABP staff members. The ECS will also be responsible for:
• Manage and oversee prioritization and direction of all editorial content for the Platform
• Develop a system for ongoing content curation and creation
• Create and provide day to day direction to achieve Platform KPIs and key editorial pillars
• Provide leadership and regular updates to the senior management team
• Organized and ensure the content is engaging, relevant, and timely in an ongoing fashion
• Create content schedules for social as well as print and digital platforms
• Development of PowerPoint presentations and maintenance of a database of presentations
• Typing, formatting, and photocopying of documents
• Organize and execute approved sponsorship requests
• Manage budgets and approve and codes invoices as required on a timely basis
• Contribute to the overall goal of achieving ABP mission and vision
• Such other duties as may be required

-2KNOWLEDGE, SKILLS & ABILITIES
•
•
•
•
•

Minimum 5+ years in a content/editorial creation role, with the ability to juggle multiple deadlines
successfully.
Post-secondary experience in relevant fields- Journalism, Communications, etc.
Proven success collaborating with cross-functional teams to brainstorm content and then
organize into seamless ongoing execution.
Excellent strategic communicator with the ability to put plans into action.
A self-starter, entrepreneurial attitude who can juggle multiple tasks with limited support staff.

