
 

Communications & Engagement Coordinator 
Temporary (one year), full‐time  
 

About the role 
This position offers an opportunity for an organized, detail-oriented, and customer-service focused individual 
be part of the dynamic HQCA communications and engagement team. If you love to connect and engage 
with people, thrive on building relationships, and get satisfaction when you help others, this role will fill your 
bucket.  
 
This position supports the HQCA’s Patient and Family Advisory Committee (PFAC), enabling the HQCA to 
effectively engage with and leverage the experiences and perspectives of patients and their loved ones to 
improve and promote patient safety, person-centred care and health service quality in Alberta’s healthcare 
system. This individual is a primary point of contact for PFAC members, providing exceptional administration 
and coordination for all PFAC activities. 
 
Working closely with the communications and engagement director, senior communication advisors, and 
others at the HQCA, this role also offers the opportunity to grow and strengthen communication skills,  
primarily supporting our digital communication tools: posting new content to our website, delivering email 
campaigns, and scheduling social media. 
 

Key responsibilities 
 
Patient and Family Advisory Committee (PFAC) support: 

 Fosters and maintains productive working relationships with all PFAC members, primarily through 
email and phone correspondence 

 Prepares and submits all expense and remuneration claims 
 Maintains governance documentation (e.g., terms of reference, terms of office)  
 Coordinates logistical planning for in-person and virtual PFAC meetings, manages meeting 

documentation (agenda and minutes), and supports meeting facilitation, as required 
 Supports member travel logistics for in-person meetings, as required 
 Coordinates requests for PFAC input and facilitates engagement opportunities with PFAC members  
 Supports the recruitment, orientation, and recognition of PFAC members  
 Serves as a champion for meaningful patient and family advisor involvement in HQCA activities   
 Co-manages the PFAC intranet website (Jostle) with a PFAC member  
 Supports the PFAC chair and vice-chair as required  

Communications support:  

 Under the supervision of our website manager and other senior communication advisors, helps 
ensure the HQCA website is accurately updated with timely and consistent information according to 
approved plans and content. 



 

 Supports search engine optimization (SEO) for the HQCA website. 
 Daily media monitoring scans and distribution.  
 Under the supervision of our social media manager and other senior communication advisors, 

supports implementation of the HQCA’s social media strategy with duties including:  
o using existing templates and approved content, generating and scheduling meaningful content 

across social media channels 
o tracking, measuring, and analyzing and reporting on social media activities 

 Participates in and supports other communications planning activities related to HQCA 
product/resource development and launches, including preparing email campaigns on behalf of senior 
communication advisors. 

 Reviews, tracks, and organizes requests for information from stakeholders and the public, demonstrating 
strong judgment and discretion on confidential issues and responding to requests in a timely manner 

 Performs other tasks and projects for the Director, Communications & Engagement as required. 

 

Contribution to the HQCA’s vision and values 
 Exemplifies the principals of the HQCA social contract that fosters a positive, high performing 

organizational culture. 
 Focuses personal efforts on achieving results consistent with HQCA's strategic and business plans. 
 Develops and inspires commitment to a vision of success; supports, promotes, and ensures 

alignment with the HQCA's vision, values and social contract. 
 

Qualifications 
 Undergraduate degree, diploma, or certificate in office administration, volunteer management, 

communications, public relations or related field, or an equivalent combination of education and 
experience. 

 At least five years of progressive experience in a senior administrative support role or volunteer 
coordination role, in a public service, customer service, or not-for-profit setting. 

 Experience planning and coordinating meetings and events. 
 Ability to work independently, and as a part of a collaborative team. 
 Capability to manage changing priorities, concurrent projects, and demanding deadlines with flexibility and 

a can-do attitude. 
 Demonstrated inclusive work style, sound judgement, organization, decision-making, relationship building 

and problem-solving skills. 
 Ability to show initiative and proactive thinking. 
 Excellent attention to detail and accuracy. 
 Knowledge of the health system an asset but not essential. 
 Knowledge of patient engagement leading practices an asset but not essential.  
 Excellent working knowledge of Microsoft Office applications including Word, Excel, PowerPoint and 

Outlook.  



 

 Experience with website content management systems an asset, ideally in Word Press; experience using 
Google analytics and Hootsuite an asset but not required. 

 This position will allow for on-the-job training for some of the digital communication tools, for an 
individual who is savvy working with online programs, and has an interested in learning new 
communication tools and skills.  
 

Working conditions 
The HQCA is a small organization, in which teamwork, learning, and continuous improvement are highly 
valued. We offer a collegial, non-hierarchical environment that encourages camaraderie and inclusivity. 
Employees sign and honour a social contract that fosters a positive, high performing organizational culture, 
in which we commit to treat one another with respect and work collaboratively to accomplish organizational 
goals.  
 
This position is located in Calgary, Alberta, and includes a hybrid onsite/remote work arrangement. 
Occasional travel to Edmonton is required. A clear criminal record check is also required, along with proof of 
full vaccination against COVID-19 (or proof of accommodation for medical reason, or if unable to be 
immunized based upon protected grounds, as per Alberta Human Rights legislation). 
 

About the Health Quality Council of Alberta 

The Health Quality Council of Alberta is a provincial agency that brings together patients, families, and our 
partners from across healthcare and academia to inspire improvement in patient safety, person-centred 
care, and health service quality. We assess and study the healthcare system, identify effective practices, 
and engage with Albertans to gather information about their experiences. Our responsibilities are outlined in 
the Health Quality Council of Alberta Act. 

As one of Alberta’s Top Employers for five years running, the HQCA brings together a cross-disciplinary 
team of professionals who are committed to excellence in health system quality and patient safety for 
Albertans.  

How to apply 

Please apply directly to the HQCA via email by August 31, 2022. All applications must include a 
covering letter and resume.  

HumanResources@hqca.ca 

 


