
SCIENCE
WRITER/COMMUNICATOR

PROGRAM
ASSISTANT/ASSOCIATE

PROGRAM
MANAGER

0.5 FTE, Yearly Contract 0.5 FTE, Yearly Contract 1 FTE, Yearly Contract
Responsibilites In charge of planning and conduct of 

communication plans to engage a wide array of 
internal and external stakeholders and groups

Organize stakeholder events, including scheduling, 
preparation of meeting materials, communication 
with attendees, and taking meeting notes or 
minutes

Responsible for the planning, implementation, 
execution, and management of a number of major 
initiatives by supporting the work of various 
project teams consisting of external and internal 
stakeholders

Ideate and author CBRS communications and 
public-facing materials e.g., newsletters, 
announcements, social media content, policy 
papers, guides, etc.

Take notes, summarize key discussion points, and 
extract valuable insights and recommendations 
from virtual meetings

Lead on the development and monitoring of 
agreed project objectives and milestones, and 
oversight to ensure the successful delivery of the 
portfolio of activities organized by each working 
group

Assist team members in researching and drafting 
briefings, talking points, presentations, and other 
communications materials

Provide administrative support for conference 
calls/virtual meetings (i.e., meeting reminders, 
host, and record call/meeting, manage recordings)

Provide project status updates to external and 
internal stakeholders

Provide support for virtual and in-person 
meetings on occasion by taking notes, 
summarizing key discussion points, and/or 
extracting valuable insights and recommendations

Schedule, facilitate, and document project team 
meetings, including preparation of meeting 
materials, communication with attendees, and 
taking meeting notes or minutes

Required 
Knowledge/Skills

Ability to leverage their understanding of complex 
scientific topics, along with strategic 
communication and storytelling principles, to craft 
compelling and informative content about brain 
science 

Superb organizational skills in planning, 
coordinating, and running group discussions and 
focus groups; Strong social skills, including 
consultation, negotiation, facilitation, risk 
communication and conflict resolution

Superb interpersonal skills and the ability to build 
and maintain collaborative relationships with 
varied senior stakeholders to ensure that 
sustainable and meaningful collaboration is 
developed

Excellent news judgement and thorough 
understanding of how to tailor documents to their 
intended media (e.g., web, print, social media, etc.) 
and their intended audience (scientist, general 
public, private funder, government, etc.)

Proficient at identifying and extracting key 
messaging from virtual and in-person meetings, 
long audio/video recordings, and lengthy written 
documents in accordance with project briefs

Strong project management experience and 
execution and organization skills, and 
demonstrated experience in managing, 
prioritizing, communicating, and executing across 
multiple priorities under tight deadlines and 
evolving landscapes

A high level of English language grammar, 
proofreading and copy-editing skills; knowledge of 
and proficient in the different levels of editing

Experience interacting and collaborating with a 
wide array of internal and external stakeholders 
and groups

Proficient with project management tools to track 
and manage established plans to ensure all 
deliverables and milestones are met

Basic working knowledge and demonstrated 
comfort with using online platforms, such as 
WordPress

Ability to leverage their understanding of complex 
scientific topics

Ability to leverage their understanding of complex 
scientific topics

Prior experience in researching and writing major 
reports would be an asset – e.g., annual reports, 
government reports, position papers, research 
summaries, briefing documents

Qualifications BSc in science communications or graduate degree 
in scientific or health-related field

Graduate degree in a scientific or health-related 
field, Neuroscience would be asset; MSc preferred, 
BSc or PhD possible

Graduate degree in a scientific or health-related 
field, Neuroscience (asset); PhD preferred, MSc 
possible; Certification in project management 
(asset

Any other equivalent combination of education 
and relevant experience pertaining to the job 
description

Any other equivalent combination of education 
and relevant experience pertaining to the job 
description

Any other equivalent combination of education 
and relevant experience pertaining to the job 
description

Experience or knowledge of the Canadian 
university and brain research system

Experience or knowledge of the Canadian 
university and brain research system

Experience or knowledge of the Canadian 
university and brain research system

Fluently bilingual in French and English (asset) Fluently bilingual in French and English (asset) Fluently bilingual in French and English (asset)

Email for more information on how to apply: info@canadianbrain.ca
We are looking to fill these positions immediately. Applications will be reviewed starting April 11th, 2022.
Closing date: Posting remains open until filled.

These positions are fully remote and the candidate can be located anywhere in Canada. Hours are flexible and may occasionally require the ability to perform work-
related activities outside of normal business hours, i.e., conference calls to other time zones, meetings/conferences, etc.

Applicants should be in possession of a reliable computer and internet connection to facilitate remote working; Have demonstrated experience in task management 
and capacity to use electronic management tools to track projects.

We're Hiring. Join us.

The Canadian Brain Research Strategy (CBRS) is a community-led initiative uniting to advance Canada as a world leader in collaborative, transdisciplinary, open, 
and ethical brain research. Our objective is to make brain research a national priority by establishing a Canadian Brain Research Initiative.

We are looking to fill three roles but are flexible on the job descriptions and number of personnel. We welcome enthusiastic applicants with a passion for brain 
science who embrace a startup mentality and are looking to expand their professional skill set and for opportunities for growth. This job might be for you if you have 
a research background and are looking to develop a career path outside of academia.

You'll get to work closely with top leaders in neuroscience and mental health research across the country and expand your network as we bring together the diverse 
neuroscience ecosystem – brain research initiatives and projects, public and private funders, health charities, as well as communities and patient organizations across 
the country – in a uniquely collaborative effort that will push the frontiers of brain science, for the benefit of all Canadians.
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