Community Links has a summer position available at its provincial office in downtown Halifax.  Applicants must be returning to full time studies in the fall of 2010. Interviews will be held on May 27th , 2010.  All applications will be acknowledged.  Those selected for an interview will be notified by phone and/or email on May 24 or 25. Please apply no later than May 21, 2010 by email only to admin@nscommunitylinks.ca
Business and Development Assistant –Summer Position 
Position: (12-14 weeks) to be located at Community Links Provincial Office

5516 Spring Garden Road, Halifax  $10.50/hr
Description of duties:

· assist with administrative activities for both Community Links Provincial Office and the Preventing Falls Together program
· provide support for the work of  Board Committees, i.e. Fund Development Committee, Communications Committee
· assist with research to identify potential  program sponsors, Corporate donors and advertisers for Community Links programs and communication vehicles (newsletter, ebulletin, website)
· Translate researched information into a contact data base

· assist in making preliminary contact with potential Corporate donors/sponsors
· Update display for, and staff Community Links’ booth at the 50+ Expo, June 11 and 12th in Halifax
· Assist in preparations for the Provincial Volunteer Conference, to take place in Fall 2010
· Prepare and distribute the organizational e-bulletin for June, July and August
· Draft promotion items to be used for fund development
· Assist with activities related to Community Links projects, as well as PFT Coalition projects or provincial PFT projects, such as preparation of promotional materials
· Other duties as required

Supervision:  

On site supervision and mentoring provided by Community Links Coordinator, Admin and Communications.  Direction on special projects by Board committees.
Qualifications: Research and communication skills, proficiency with MS Office Suite (Word, Excel, Access), interest and experience in marketing, including sales, advertising, public relations. 
