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Communications Assistant – POGO School and Work Transitions Program 
 
Interested in joining a small, dynamic charitable healthcare organization working to achieve the best 
childhood cancer care system in Ontario and beyond? 
 
Pediatric Oncology Group of Ontario (POGO) works to ensure that everyone affected by childhood cancer 
has access to the best care and support and is seeking a survivor of childhood cancer to join our team as 
Communications Assistant for the POGO School and Work Transitions Program.  This is a part-time (one 
day/week) opportunity for a term of one year with flexibility to work in-office or remotely. Reporting to the 
Program Manager, the incumbent will support communication activities for the POGO School and Work 
Transitions Program. This position requires exceptional organizational, communication and content creation 
skills to develop, execute, monitor and evaluate program communications plans and promotional activities. 
 
Here’s what you’ll do: 

 Enhance and maintain program-specific website pages and posts, including 
adding/deleting/updating content, links and images  

 Create a range of content and design simple graphics for website, social media, emails & email 
campaigns, brochures, newsletters  

 Develop and execute Transitions Program communications plans and promotion strategies, 
including for social media 

 Monitor, track and evaluate program communications activities  
 Coordinate email campaigns including the production of Transitions Program e-newsletters   
 Provide general support of department activities as needed 
 Maintain and update contacts; perform environmental scans  
 Operate in an integrated, cross-functional environment, supporting other POGO program teams as 

available 
 

Here’s what you’ll need to be successful:  

 Undergrad university or community college degree/diploma in related field (e.g. communications, 
public relations, media, etc.) plus 1-3 years’ relevant work or volunteer experience in 
communications, public relations or marketing, or equivalent combination of education and 
experience 
Experience in healthcare or not-for profit sector considered an asset 

 Experience with the use of MS Office software (Word, Excel, PowerPoint, Outlook) 
 Experience with the use of:  

o Social media platforms 
o Canva or other graphic design tool 
o WordPress or other back-end website platform 

 Excellent written and verbal communication skills 
 Able to work independently and as part of a team 
 Strong interpersonal skills and relationship-building capabilities, and the ability to interact with 

external stakeholders, staff and leaders in the organization using tact and diplomacy  
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 Excellent organizational skills detail oriented; ability to effectively set priorities and manage your 
time 

 Analytical and critical thinking skills  
 Able to creatively contribute to collaborative problem solving  
 Demonstrated flexibility and adaptability in order to quickly respond to changing priorities and 

successfully meet deadlines  
 
Here’s a bit about POGO: 
POGO works to ensure that everyone affected by childhood cancer has access to the best care and support. 
We partner to achieve an excellent childhood cancer care system for children, youth, their families, 
survivors and healthcare teams in Ontario and beyond. POGO champions childhood cancer care, and as the 
collective voice of this community, is the official advisor to Ontario's Ministry of Health on children's cancer 
control and treatment. POGO is a non-profit organization with charitable status, here for kids with cancer, 
for now, for life. 
 
POGO works to ensure our organization reflects the diverse community we serve and we strive to empower 
people from all backgrounds to do their best work in support of our mission. We seek candidates with 
diverse perspectives to strengthen our ability to deliver on our mission and believe that to achieve our 
vision of excellence requires an environment where everyone feels welcomed and valued, including our 
team, and those we serve and with whom we work. 
POGO is committed to meeting the accessibility needs of all applicants throughout the recruiting and 
selection process.  Please let us know about any accommodation and/or support requirements.  

 
For more information visit: 

 www.pogo.ca 

 Facebook/LinkedIn:@PediatricOncologyGroupofOntario  

 Twitter/Instagram: @pogo4kids 
 
How to apply:  
Interested applicants are invited to send their resume and cover letter as one attachment to hr@pogo.ca 
Applications will be reviewed as they are received.  
We gratefully appreciate all interest; however, only those selected for an interview will be contacted. 

 

http://www.pogo.ca/

