
Communications & Projects Lead 
Ontario Colleges Library Service (OCLS) 

Job Type 
Full-time (37.5 hrs. /week) permanent position 

Our Organization 
Ontario Colleges Library Service (OCLS) is a not-for-profit organization funded by the Ministry of Colleges and 
Universities to support Ontario’s publicly assisted colleges and their libraries. We have a strong reputation for 
service excellence and the college libraries trust us to deliver services and expertise in line with our mandate to 
create efficiencies, achieve cost savings, and build capacity across the system. Our reputation would not have 
been built, nor could it be maintained, without the skills, knowledge, and experience of the extraordinary 
members of the OCLS team. 

Your Opportunity 
OCLS is seeking an enthusiastic, organized and customer-focused individual to join our small but mighty team as 
Communications and Projects Lead. Reporting to the Manager of Corporate Services, you will have the 
opportunity to put your stamp on this newly defined position, while helping OCLS and the college libraries 
achieve their strategic goals and objectives. OCLS is a collaborative organization and in this position, you will 
interact closely with OCLS’s staff, stakeholders, services and systems to build and execute a comprehensive and 
integrated communications strategy. You will develop, oversee, and maximize our internal and external 
communication systems, channels, tools and programs to ensure consistent messaging and convey OCLS’s value 
to our stakeholders. Your work includes managing our website, intranet, and communication platforms, 
supporting the development of Board reports, training materials and documentation, coordinating the data 
gathering and publication of performance metrics, annual reports, and newsletters, as well as acting as 
facilitator, coordinator, and in some cases project lead for internal and external projects in which OCLS is 
involved. 

This is a time of tremendous growth and change at OCLS and within the college libraries. If you are a team player 
with strong organization and communication skills, have a natural talent for building enduring and trusting 
relationships with stakeholders, and an affinity for using technologies to smooth the path of change then you 
will thrive in our dynamic and customer focused environment. 

Key Responsibilities 
• Develop and implement a corporate communication plan to ensure effective engagement with

employees, customers and stakeholders
• Coordinate, plan and oversee the development and maintenance of the channels, platforms,

programs, and content that OCLS uses to communicate and collaborate with customers and
stakeholders including website(s), collaborative platforms, intranets, newsletters, reports, and
listservs



• Prepare communication templates and review and edit content prepared by other team members,
ensuring consistency in voice, tone and style

• Maintain OCLS’s corporate website and lead the upcoming website migration project
• Support staff and service leads in the development of messaging and documentation, and act as

champion for the adoption of effective and consistent communications standards throughout the
organization

• Lead OCLS’s metrics and analytics program; develop processes for gathering data, develop and
publish annual reports, data dashboards and infographics demonstrating value to customers and
stakeholders

• Act as facilitator, coordinator and in some cases project lead, for internal and external projects in
which OCLS is involved, including developing project plans, coordinating the engagement and work
of consultants, tracking progress, maintaining project documentation, and ensuring successful
implementation

• Participate in additional services and initiatives as assigned

Here’s What You’ll Need 
The qualifications listed below are highly desirable but not necessarily mandatory. You are invited to 
demonstrate how your skills, knowledge, and experience would best fit this position in your letter of application. 

Work experience and training 
• 3-year degree in Communications or Public Relations, or a related degree or diploma from a recognized

(accredited) program, or equivalent combination of education and experience
• 3-5 years’ progressive experience in a corporate communications role
• Demonstrated success in coordinating and leading diverse, multi stakeholder projects and initiatives
• Experience working within the post-secondary education sector or with libraries would be an asset
• Demonstrated experience and commitment to providing outstanding customer service

Skills and knowledge 
● Superior and proven oral and written communication skills, with the ability to synthesize complex or

ambiguous information into clear and concise statements
● Training or experience with project management principles, tools and methods
● Experience with desktop publishing tools such as Adobe InDesign or MS Publisher
● Sound editorial and proofreading skills and a key eye for detail
● Experience with collaboration tools (e.g., Office 365, incl. SharePoint, OneDrive, Teams, and/or Google

Workspace applications, Confluence or other collaborative platforms)
● Experience managing websites and using web content management systems (CMS) such as Umbraco,

Drupal or WordPress and/or basic HTML skills; experience writing compelling content for the web
● Knowledge and experience working with and analyzing data, metrics, and performance indicators to

demonstrate and convey value to stakeholders (experience with Microsoft BI work be an asset)

Attributes 
● Excellent organizational skills, with the ability to manage competing priorities and deadlines
● Strong analytical skills demonstrating a proactive approach to problem solving
● Ability to think strategically and identify ways to improve communication efforts
● Enthusiastic team player, able to motivate individuals and teams
● Highly motivated and self-directed with proven ability to take initiative



The following would be considered assets 
• Fluency in French
• Knowledge and/or experience with best practices in organizational change management
• Demonstrated knowledge of or interest in the trends and technologies affecting academic libraries
• Experience working in or with a library consortium

What OCLS Offers 
• Competitive compensation commensurate with experience; the salary range for this position begins at

$65,000
• Comprehensive health and dental benefits
• CAAT Pension Plan
• Minimum of 3 weeks’ vacation per year
• Hybrid remote/in-office workplace
• Learning and development opportunities
• Small staff working in cross-functional teams
• Employee and family assistance program (EFAP)

Be part of a close-knit, collaborative team of smart, hardworking professionals and join OCLS in providing quality 
services to Ontario’s publicly funded colleges and their libraries and learning resource centres. Visit our website 
(http://www.ocls.ca) for more details and to view the OCLS Strategic Plan for our values, mission, and additional 
information. 

Additional information  
OCLS welcomes applications from those who would contribute to the further diversification of our staff, 
including, but not limited to, Indigenous Peoples, persons with disabilities, and persons of any sexual or gender 
identity, ethnicity, or age. 

OCLS is an equal opportunity employer and strives to ensure that its hiring process meets the needs of all 
persons with disabilities. As such, OCLS will provide reasonable accommodation for any applicant, as requested 
during the hiring process. 

Application Deadline 
Applications must be received by 5:00 pm on Friday May 27, 2022. Applications are reviewed as received. 

Position Start Date: June 2022 

How to Apply 
Interested candidates may apply by sending a letter of application, current resumé and three references in a single 
file named “YourName_#159” via e-mail to applications@ocls.ca quoting “YourName - #159” in the subject line. 
If you have examples of work you would like to share, provide us with a link or attach samples. We thank all 
candidates for their interest, however only those candidates selected for interview will be contacted. 

A web version of this posting can be found at: https://www.ocls.ca/careers 

https://www.caatpension.on.ca/en/members
http://www.ocls.ca/
https://www.ocls.ca/about-us/ocls-strategic-plan
https://www.ocls.ca/careers

