
Supervisor, Communications and Marketing 
HRAI, L4W 5G9 
 
You’re a talented communications specialist, looking for a high-potential role that will 
propel your career upward.  
 
Look no further. This is the job for you. 
  
We’re the Heating, Refrigeration, and Air Conditioning Institute of Canada (HRAI), and for 
the last 50 years, we’ve been the voice of the HVAC and Refrigeration industry to 
government and other audiences. We provide education, training and certification to meet 
technical standards and help HVAC and Refrigeration technicians improve their careers. 
We also help our member companies improve their bottom line through Member 
Advantage Programs.  
 
We’re looking for a communications supervisor to join our team, especially one with some 
database savvy. That’s where you come in. 
 
Supervisor, Communications and Marketing:  
 
Your primary goal in this role will be to lead the execution of communications and 
marketing initiatives. You’ll collaborate with the Director of Communications, Marketing 
and Sales, and the Supervisor of Education to develop plans that you’ll implement.  
 
You’ll manage our social media presence, keeping our online network aware of upcoming 
events, and engaged with fresh, helpful content that you create.  
 
Since we’re always looking for new ways to reach potential members or training 
participants, you’ll scout LinkedIn and other platforms to find new leads and professionals.   
 
The backbone of our whole operation is our database: IMIS and Rise platforms.  Your 
experience with databases, and in-depth working knowledge of database management for 
lead generation or communications will allow you to elevate our use of this data to grow 
our membership and serve our members better. If you are coming with an understanding 
of how association databases work, that will help you hit the ground running.  
 
You’ll enjoy creating a variety of content that you help to produce, from materials that aid 
in our recruitment of members, to technical manuals, to annual meeting materials, to ad-
hoc divisional needs. This is a perfect role to help you expand your network, and learn a 
thriving industry in depth. 
 

http://www.hrai.ca


We’re careful about who we hire. Our team is close-knit, and we hire for fit. You’re the 
person we’re looking for because you’re:  
 

o A big picture thinker – you see how all the small moving parts are connected, and 
continually connect your work to the broader strategy.  

o Creative – you love finding new, innovative ways to reach people and deliver a 
message.  

o Meticulous – you manage your time, priorities, and details with the greatest care.  
o Customer-focused – you are always considering what our members want, and 

enjoy working hard to delight them.  
o Analytical – you’re just as comfortable mining data for insights as you are with 

wordsmithing.  
 
Working at HRAI 
 
This is a full-time, permanent position working in our modern office in Mississauga, at 
the intersection of highway 401 and 427. You’ll work Monday to Friday, and there’s 
some flexibility on start and end times each day (between 7:30 and 9:30.) Between June 
and August, we offer a summer schedule that will give you every other Friday off.  
 
Salary will be between $50,0000 and $60,000, depending on your experience. We offer 
benefits, RRSP matching up to 5% after 2 years, vacation, and flexible working hours.  
 
We take good care of our people. We know that providing a good work/life balance 
means a happier team, and better results. Our team is welcoming and helpful. You’ll 
enjoy coming to work, and you’ll have every opportunity to succeed, as you grow your 
career here.  
 
If this sounds like the job you’ve been looking for, we can’t wait to hear from you!  
 
Qualifications 
 

o 3+ years of related work experience in a marketing, communications and/or sales 
environment 

o Experience with database management  
o Post-secondary degree or diploma in sales, marketing, business administration, 

social sciences, or a related field 
o Working knowledge of IMIS, Rise Platform or similar database  
o Experience using Adobe Creative Suite to create professional communications 

 
Anything on this list would be considered an asset:  
 



o Experience using social media as a lead generation tool 
o Experience using Google Analytics and tracking tools for communications 
o Experience using Hootsuite 

 
How to Apply 
 
Our online application will give you the option to apply to this role as a complete person 
– not just a resume. The application will assess your qualifications, personality traits and 
workplace preferences, and should take 10 to 15 minutes to complete. After submitting, 
you'll receive an email inviting you to log in and view your assessment results. 
  
We value diversity and inclusion and encourage all qualified people to apply. If we can 
make this easier through accommodation in the recruitment process, please contact us 
with the “Help” button in the application. 
  
We will review applications as they are received, with priority given to those who 
complete the full assessment. We look forward to hearing from you. 

https://pivotalhr.fitzii.com/apply/31488?s=fc


Qualifications Assessment 
Recommended: Assessment Optional 
 
Eligibility (candidates must answer correctly to proceed with application)  
 

o Are you legally entitled to work in Canada? YES 
o Do you speak, read and write English fluently? YES 

 
Skills and Experience (candidates rate themselves) 
Options for ranges of years are >1, 1-2, 2-5, 5-10, 10+ 
Options for importance are VERY IMPORTANT, IMPORTANT, SOMEWHAT 
IMPORTANT 
 

o Experience working in a marketing, communications and/or sales environment 
VERY IMPORTANT, 2-5 Years 
 

o Experience with database management  
VERY IMPORTANT, 2-5 Years 
 

o Working knowledge of IMIS, Rise Platform or similar database 
IMPORTANT, 1-2 Years 
 

o Experience using Adobe Creative Suite to create professional communications 
IMPORTANT, 1-2 Years 

 
o Experience using social media as a lead generation tool (an asset)  

SOMEWHAT IMPORTANT, <1 Year  
 

o Experience using Google Analytics and tracking tools for communications (an 
asset) 
SOMEWHAT IMPORTANT, <1 Year 

 
Education 
 

o Post-secondary degree or diploma in sales, marketing, business administration, 
social sciences, or a related field 
IMPORTANT 

  



Culture Assessment 
 

The environment scale represents different working environments that can be found in 
companies. On the left end of the scale is independent, which describes a working environment 
where individual team members work independently of each other with very little team-based 
coordination. On the right end of the scale is team-oriented, which describes a working 
environment that requires a large degree of teamwork and collaboration. 

Very Independent     1     2     3     4     5     6     7     8     9     10     Very Team Oriented 

The demands scale represents the range of tasks and responsibilities required in the job. On the 
left end of the scale is varied, which describes a role where the day-to-day activities are eclectic 
and challenging. On the right end of the scale is routine, which describes a role where the day-
to-day activities remain relatively constant and repeatable. 

Very Varied     1     2     3     4     5     6     7     8     9     10     Very Routine 

The culture scale represents the range of cultures or working styles that can be found in teams 
and organizations. The left end of the scale is casual, which represents an informal or 
untraditional culture. On the right end of the scale is formal, which describes a culture that is 
more traditional and serious. 

Very Casual     1     2     3     4     5     6     7     8     9     10     Very Formal 

The management scale represents the management structure of teams and organizations. On 
the left end of the scale is matrix, which describes a distributed management structure with 
cross-functional management of responsibilities, tasks and projects. On the right end of the scale 
is hierarchy, which describes a "top-down" management structure with clearly defined vertical 
chains of command. 

Very Matrixed     1     2     3     4     5     6     7     8     9     10     Very Hierarchical 

The hours scale represents the range of work schedules that can be found in various roles. On 
the left end of the scale is variable, which describes a role where the work hours are not fixed 
and may change frequently. On the right end of the scale is regular, where the working hours do 
not change and are typically standard office hours (e.g. 9-5). 

Very Variable     1     2     3     4     5     6     7     8     9     10     Very Regular 

The compensation scale represents the type of reward schemes and remuneration that can be 
found in various roles. On the left end of scale is commission, which describes a reward package 
that is very heavily based on results and consists of a smaller fixed pay component and a larger 
variable component. On the right end of the scale is salary, which represents a reward package 
that contains a larger fixed pay component and minimal or no variable component. 

All Commission     1     2     3     4     5     6     7     8     9     10     All Salary 

 
 


