
 

 
1 

              TOQUAHT NATION 
                  EMPLOYMENT OPPORTUNITY  

       Communications & Engagement 

Coordinator 

About Toquaht Nation 
Toquaht Nation is a self-governing modern treaty nation situated on the West Coast of 
Vancouver Island in Barkley Sound. Known as the t̓uk̓ʷaaʔatḥ (Toquaht People), we are a 
resilient community dedicated to the development of our Nation. We strive to honour the 
teachings of our ancestors and safeguard our ḥaaḥuułi (traditional territory). 
 
 
Vision 
A healthy future for t̓uk̓ʷaaʔatḥ through opportunities that meet their social, spiritual, and 
economic needs. Toquaht envisions a healthy community where masčim (citizens) can fulfill 
their social, spiritual, and economic needs. Guided by our ancestors and rooted in our traditions, 
we draw strength from our connection to our haaḥuupacamis (teachings). 
 
Mission 
The Toquaht Nation supports all masčim (citizens) to thrive by being innovative and providing 
high quality programs and services within accessible, accountable, fair and sustainable 
systems. 
 
haaḥuupacamis (teachings) 

• hišukma c̓awaak – Everything is one 
• ʔaʔapcaʔaałuk – taking care that something proceeds correctly 
• ʔuuʔałuk – Taking care of one another 
• ʔiisaak – Highest respect 

 

Position Summary 

Toquaht Nation is seeking a full-time Communications & Engagement Coordinator. This position 
reports to the Law Clerk/Office Administrator and provides communications support to the 
Toquaht Nation and Toquaht citizens. The primary work location will be at the newly constructed 
government office located at Secret Beach (occupancy expected to take place in fall of 2026). 
 
The Communications & Engagement Coordinator requires strong interpersonal, communication 
and engagement skills, sound judgment, initiative, and the ability to work independently in an 
often fluid environment. The successful candidate will develop and design communications 
materials, implement the Toquaht Nation’s Strategic Communications Plan, and ensure 
information is effectively shared through a variety of communication channels. 
 
What you will be responsible for: 
 

• Prepare a variety of communication materials, including reports, briefs, biographies, 
posters, presentations, press releases, fact sheets, key messages, newsletters, 
brochures, handouts, and business cards. 

• Coordinate and research communication materials for internal and external audiences. 
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• Coordinate communications for Toquaht Nation events, including People’s Assemblies, 
public engagement sessions, and community meetings, and provide logistical planning 
support for both in-person and virtual events as required. Prepare audiovisual materials, 
such as PowerPoint presentations, photos, and website content. 

• Design opportunities for citizen feedback and gather community input on Nation 
initiatives. 

• Support citizen engagement around the People’s Assembly. 

• Address community issues and concerns related to organizational communications 
activities. 

• Manage, create content, and maintain TN social media platforms (e.g., Facebook), 
ensuring regular updates. 

• Manage and update the TN website, ensuring accurate and up-to-date information and 
making improvements as necessary. 

• Provide communication support to TN departments and leadership while adhering to the 
TN brand. 

• Offer formatting and writing assistance to TN departments and leadership as requested. 

• Plan, organize, and execute various communication initiatives. 

• Organize and maintain communications files and assets. 

• Support emergency communications readiness and response. 

• Perform other duties and responsibilities as assigned by the Law Clerk/Office 
Administrator. 

 
What we are looking for 

We are looking for a dependable and motivated person who can work independently in a 
dynamic work environment and someone who consistently takes initiative in professional 
manner. What you bring: 

 Your organizational skills are exceptional, and you have a keen eye for detail and 

accuracy.  

 Even with various projects and tasks to juggle, you thrive under pressure and can 

consistently meet deadlines.  

 Collaboration is important to you, and you excel at providing excellent service while 

communicating effectively with people at all levels, including colleagues, community 

members, guests, and vendors.  

 You value confidentiality and uphold strong personal and professional ethics that align 

with our organization's values. 

 You are keen to learn about the Toquaht culture and are adaptable to the Nation’s needs 

Qualifications and Experience 

• Completed post-secondary education in a related field (public relations, communications, 
journalism, etc.)  
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• At least 2 years of experience in a communications role, preferably in a Modern Treaty 
Nations environment or an equivalent combination of knowledge, education, training, 
and experience. 

• Experience in preparing a variety of communication materials for diverse audiences 
under tight timelines 

• Demonstrated knowledge of communication methods, practices, tools, and equipment 
(computers, software, cameras, etc.). 

• Copywriting and editing experience with the ability to adapt writing style and content for 
different purposes and audiences. 

• Experience with website maintenance. 

• Excellent oral and written communication and presentation skills. 

• Excellent facilitation skills, with the ability to understand complex matters, support clear 
discussion, and help identify positive and practical paths forward. 

• Willingness to learn the organization and Nation’s style and culture, and demonstrated 
respect for that context in carrying out the duties outlined here. 

• IAP2 training or certification in public participation, and progress toward a professional 
communications designation such as APR (CPRS) or IABC certification, are welcome 
assets and reflect the commitment to professional growth we support. 

Operational Requirements 

• A valid class 5 driver's license. 

• Demonstrated ability and experience in upholding the TN Organizational Values: 
Professionalism, Respect, Effective Communication, Trust, Support. 

• Familiarity with Toquaht and other levels of government or public sector communication 
protocols. 

• Advanced computer skills in MS Office (PowerPoint, Excel, Outlook), graphic design, 
social media platforms, videography, etc. 

• An understanding of and respect for the culture and heritage of First Nations Peoples. 

• The ability to participate in some travel within British Columbia, including overnight 
and/or weekends, may be required. 

• Ability to maintain confidentiality and neutrality at all times. 

• Availability for occasional after-hours response during emergency events. 

 
Why This Role Matters 
 
The Communications & Engagement Coordinator is a key role in our organization who ensures 
timely, accurate, meaningful and respectful communication between the Toquaht Nation and its 
citizens. Through clear and accessible communications, this position supports transparency, 
engagement, and awareness of Nation initiatives, programs, services, and decisions. 
 
What We Offer 
Toquaht Nation is pleased to offer a generous compensation package which includes: 
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• Pay rate is $71,950 - $91,936 per annum based on a 37.5-hour work week 

• Extended health and benefits plan (Employer paid) 

• Pension plan (5% Employee, 8% Employer) 

• Regular vacation plus paid time off over the Christmas holidays 

• 15 observed statutory holidays 

• 15 days of wellness leave annually 

• Professional Development opportunities 

To Apply 

We invite qualified applicants to submit a resume and cover letter to careers@toquaht.ca, with 
the position title in the subject line. Please apply as soon as possible, as we will be reviewing on 
an ongoing basis. We appreciate all applicants for their interest in working with Toquaht Nation, 
however only those selected for an interview will be contacted. This position is open until filled. 

Toquaht citizens or Persons of Indigenous background will be given preference. S16(1) CHRA. 

Posting will be closed on August 28, 2026 @ 4:00 pm. 

 

 


