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Communications Assistant (Volunteer) 
 
The Ontario Land Trust Alliance (OLTA) is a non-profit, volunteer-based organization that 
encourages the land trust movement throughout Ontario by providing administrative and 
professional support to a province-wide network of member groups who adhere to a set of 
standards and practices regarding the broad spectrum of land trust activities. 
 
OLTA is looking for a Communications Assistant volunteer to join our team. The 
Communications Assistant will work in the OLTA office in Toronto and will report to the 
Executive Director. 
 
Responsibilities  

• Write content, compile articles and features, edit and assist with production of the 
monthly e-newsletter, Landmarks  

• Research information, compose content and updates for website and social media 
pages including Facebook 

• Design flyers, graphics, e-communications and other marketing material for various 
OLTA initiatives 

 
Desired Skills 

• Proven experience/training in marketing and communications  
• Excellent verbal and written skills; excellent editing skills  
• Self-motivated, good organizational skills, detail-oriented, ability to prioritize, multi-task 

and meet deadlines 
• Firm grasp of available tools and platforms in the social media space 
• Must be computer literate (working knowledge of word processing, PowerPoint, Excel). 
• Proficiency in MailChimp, Wordpress and online design tools such as Canva 
• Knowledge of HTML and graphic design a plus 
• Personal use of computer is preferable 
• Experience working or volunteering in the charitable sector 
• Interest in land conservation 
 

Time Commitment 
OLTA’s operating hours are 9am to 5pm Monday to Friday. Two to three days a week is ideal 
but this is negotiable. 
 
To Apply 
Please send a cover letter and resume to admin@olta.ca. No phone calls, please. The position 
is open until filled. We thank all applicants for their interest; however, only those selected for an 
interview will be contacted. 
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About Us 
The Ontario Land Trust Alliance (OLTA) represents the network of land trust across Ontario. 
Land trusts are community based, non-profit organizations primarily focused on protecting 
significant natural landscapes for future generations. They also provide protection to important 
agricultural lands and cultural heritage features. More than 85,000 acres of significant natural 
lands and sensitive wildlife habitat has been protected through the actions of Ontario’s land 
trusts.  
 
OLTA promotes excellence in land conservation throughout its land trust member network by 
providing professional support and assistance, securing funding, promoting organizational 
excellence and representing the collective voice of the land trusts. 
 


