
 

 

 

 
Chapter Relations Coordinator 
 
We are a fun, creative and people-oriented team in search of a Chapter Relations Coordinator 
with a passion for communications, marketing and community.  
 
Who are we?  Advocis, The Financial Advisors Association of Canada, is the association of choice 
for financial advisors and planners. With more than 17,000 member-clients across the country, 
Advocis is the definitive voice of the profession, advocating for professionalism and consumer 
protection.  Advocis’ 40 chapters across Canada are led by members who volunteer their time 
and energy to help engage local members, foster community and deliver professional 
development and fellowship opportunities that further and bring to life the Advocis mission to help 
grow great advisors. The Chapter Relations team supports chapter and volunteer success, 
particularly in their efforts to enhance member experience, engagement and retention.   
 
In this role, you will be responsible for working closely with chapters to support chapter event 
promotions; enhance internal business intelligence related to chapter network initiatives such as 
study groups, mentorship and financial literacy events through tracking and reporting; and support 
surveys to inform understanding of chapter program value and value of membership. Collectively, 
these contributions will assist Advocis and its chapter network to elevate program planning, 
marketing, delivery and value. 
 
The Chapter Relations Coordinator will report to the Director, Chapter Relations.  
   
We’re looking for someone who:  
  

• Enjoys being part of a creative team environment and works well both independently and 
collaboratively  

• Excels at building relationships with stakeholders internally and externally 
• Can confidently provide creative ideas and advice to help chapters differentiate and 

position their events to earn email opens, click-throughs and ticket sales 
• Can manage multiple projects at one time while respecting the need for quality, accuracy 

and meeting timelines  
• Has comfort with customer management and communication tools; patience to 

continually navigate and learn evolving upgrades; and an adaptable, problem solving 
nature while working with technology 

• Gets how important solid administration practices are to one’s time management and 
project management, while also helping to shed light on, or even inspire, the next great 
idea! 

   
  About you:  

• Diploma (marketing, communication, business or related field), University degree, and/or 
relevant experience 

• 1-2 years of related experience, preferably in the associations sector, or communication 
and/or marketing experience 



 

 
 

• Prior experience with Eventbrite, and marketing automation platforms (ie MailChimp), 
cloud-based collaborative tools (ie Google Drive, Dropbox) and webinar platforms (ie 
Zoom, Teams) 

• Strong customer service mentality  
• Demonstrated organizational skills with strong attention to detail 
• Proofreading, copy-editing and verbal communication skills 
• Nimble, resourceful, proactive and enthusiastic self-starter, comfortable with technology 

and demonstrated ability to problem solve 
• Capable of working both independently and collaboratively, to prioritize and manage 

multiple projects simultaneously 
• Proficient in the use of Microsoft Office (specifically Word, Excel and PowerPoint)  
• Sound judgement, tact, discretion, diplomacy and professionalism 

    
What we can offer you:  

• Opportunities for professional growth and career development  
• A collaborative team environment where everyone has an impact and is empowered to 

contribute  
• An amazing team that will be eager to help you succeed in your role  
• A competitive salary with flexible time off and work arrangements 
• Great benefits: extended health, dental, life, disability and pension  
• Our team has the option to work in-office, off-campus or hybrid, with in-office meetings 

as needed for collaboration and all-staff events. This may change based on operational 
needs. FYI: We quite like our streetcar-accessible office space with its amazing 
waterfront view of Lake Ontario. Oh, and Starbucks is our downstairs neighbour.  

 
JOIN US!  
Like what you’ve read so far? Then go ahead and send us your resume. We'd love to hear from 
you!  
   
To Apply:  
Interested qualified applicants should e-mail their cover letter and resume to 
resume@advocis.ca.  
  
We are committed to inclusive and accessible employment practices. Please advise human 
resources when contacted if you require any accommodation measures to fully participate in our 
application or hiring processes. Information received relating to accommodation measures will be 
addressed confidentially.  
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