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PROGRESSIVE INTERCULTURAL COMMUNITY SERVICES SOCIETY (PICS) 

 

JOB POSTING  

Job Opening:  Public Relations Officer 

 

Hours of Work: 35 hours per week. 

Start date:  ASAP  

Location:  The position will work at PICS Surrey Head office 

Salary Range: $25.00/hr - $30.00/hr  

About Us: Progressive Intercultural Community Services (PICS) Society is a registered non-

profit society, United Way Agency member, and CARF accredited organization. We actively 

promote harmony and intercultural understanding to build a more inclusive and respectful 

society by providing programs and services that directly assists women, youth, seniors, and new 

immigrants in the community. We are an established organization that serves tens of thousands 

of clients per year. 

Job Summary:  Under the direction of the CEO, the Public Relations Officer is accountable 

for coordinating communication to build awareness and a positive reputation for PICS Programs 

and Services by creating news releases, providing expertise to program colleagues, developing 

and maintaining strong relationships with internal and external stakeholders, developing 

communication plans for key initiatives, working with the media, providing photographic, social 

media and video coverage for events, and assisting with fundraising initiatives. Some evening 

and weekend work may be required. 

 

Qualifications: 

 

 University degree in a related field such as communications, journalism, public policy 

and public administration or an equivalent combination of education and considerable 

related experience 

 Extensive experience working in a public relations and/or communications environment 

including previous experience working with the media will be an asset 

 Highly developed public speaking and presentation skills 

 Must be well versed in all social media platforms 

 Ability to communicate inter-culturally and comfortably in a fast-paced, multi-cultural 

setting 
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 Effective written communication skills 

 Ability to manage a website.  

 Excellent computer skills.  

 Fluency in English (written, spoken) is mandatory and preference would be given to a 

candidate with fluency in the second language (Punjabi and/or Hindi).  

 Valid Driver’s license and access to a suitable vehicle is required 

  

Key duties and responsibilities: 

  
 Participates in the development of Business Plans for the organization including funding 

proposals. 

 Prepares cost and budget estimates for proposed communications initiatives. 

 Monitors emerging issues that may have significant implications for the Society, and 

advise the CEO and other key partners as appropriate. 

 Develops corporate positions and response options for consideration by the CEO on 

potentially controversial or sensitive issues. 

 Organizes effective community relations and public consultation programs and initiatives 

to ensure maximum awareness, understanding and acceptance by the community, 

partners, stakeholders, governments, regulatory agencies, interest groups and the public. 

 Manages communication and website consultants. 

 Provides communication guidance and support to programs. 

 Provides communication advice to senior management and staff; ensures effective quality 

control; oversees the preparation of PICS’ publications, speeches, feature articles, 

website content and news releases; organizes special events. 

 Ensures quality control with respect to issues such as brand management, writing, and 

editing. 

 Participates in an integrated approach for outreach activities so that members, partners, 

and affiliates are engaged in projects that support the organization’s objectives. 

 Ensures that the quality and relevancy of information communicated through various 

internal touch points is continuously maintained. 

 Coordinates Society involvement in external conferences by developing abstract 

submissions, preparing presentations and working with staff to ensure quality control in 

the delivery. 

 Under the direction of the CEO, write, edit and enhance communications-related 

documentation as required with external stakeholders to ensure a consistent, concise 

platform of messaging is achieved. 

 Establish and monitor metrics for the measurement of outcomes and effectiveness of 

communications and initiatives. 

 Manage the Society’s website and newsletter (maintenance, administration, and support) 

 Monitor media for relevant articles and keep record of media clippings 

 Coordinate the work of sub-contractors as required (printing companies) 

 Ensure all media and website designs adhere to and evolve with the Society’s brand, 

establishing style guidelines and best practices 

 On-site document, including photographing and filming of Society’s events and 

functions. 
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Knowledge: 

 Understanding of relevant legislation, policies, and procedures 

 Understanding of cultural and political environment 

 Thorough understanding of the theory of communications and public relations, issues 

management, communications strategies, and techniques. 

Skills and abilities: 

 Desktop publishing, graphic design, Photoshop, photography and video editing 

 Highly developed public speaking and presentation skills 

 Excellent interpersonal skills 

 Ability to communicate inter-culturally and comfortably in fast-paced, multi-cultural 

setting 

 Team building skills 

 Analytical and problem-solving skills 

 Decision-making skills 

 Effective verbal and listening communication skills 

 Attention to detail and high level of accuracy 

 Effective written communications skills 

 Stress management skills 

 Time management skills  

Other attributes: 

 Honest and trustworthy 

 Respectful 

 Cultural awareness and sensitivity 

 Flexible 

 Demonstrated sound work ethics 

 Proven ability to deal with confidential matters 

Starting Date: ASAP        

Email your application to career@pics.bc.ca by 4:30 pm Friday, November 03, 2017 

(PICS is an equal opportunity employer. We thank all who apply, but only applicants 

selected for an interview will be contacted.  No phone calls please.) 
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