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COORDINATOR, PROJECT AND BUSINESS DEVELOPMENT 

One (1) Full-Time Position 

Location: Toronto Office (Downtown) - Some travel in Ontario may be required 

About Us: 

The Ontario Public Health Association (OPHA, www.opha.on.ca ) is a member-based non-partisan, non-profit charitable 
organization that is focused on advancing public health within Ontario and has played a key public health leadership role 
for over 70 years.  Nutrition Connections (formerly Nutrition Resource Centre) is a key program of the OPHA for over 20 
years. 

Having just launched our new centre for knowledge and collaboration, Nutrition Connections (NC), helps health 
professionals, community partners, educators, researchers and others working in food and nutrition to build capacity, 
connect, and share information.  Over the years, we have evolved based on changes to the healthy eating landscape.  
Serving as a centre for excellence, we have built a solid reputation as a catalyst and hub supporting health 
intermediaries, organizations and communities to integrate evidence-based knowledge in order to accelerate practice.  
NC is reimagining and planning a new sustainable direction.  move 

About the Role: 

We are currently looking for a person to coordinate projects and business development.  The ideal candidate is business-
minded, entrepreneurial and creative in spirit, as well as, highly adaptable and ready for the challenge as we launch this 
new phase.  As a key member of team, this person may have a variety of knowledge, experience and skills in business 
development and analysis, training, events, digital platforms, stakeholder engagement and project management and will 
leverage this knowledge and skills to create new opportunities and business initiatives including, subscription and 
consultation services.  The ideal candidate has 5 years or more of experience in a variety of settings and is open and 
willing to apply learnings to new ventures.   

- Leads development and planning of new NC business initiatives in conjunction with manager/team
- Involved in all aspects of business and sustainability planning across NC and OPHA
- Strategic and systems-thinker to support the development of new business opportunities
- Supports and helps to prepare quotes, estimates, RFP submissions
- Develops business plans, prepares reports and briefing notes
- Works on initiatives to build customer base and extend reach beyond Ontario
- Maintains business software platforms including, CRM
- Tracking business leads and capturing intelligence that can be leveraged to help win work
- Networking and building relationships that will help win work
- Researching potential clients, project funding and key influencers
- Trains and updates staff where relevant on business development initiatives

- Initiates and implements creative subscription recruitment and engagement campaigns to support NC’s value
proposition; advises on targets and develops plans to achieve them

- Manages subscription services and outreach activities to subscribers (e.g. e-blasts, forums)
- Creates and delivers monthly e-bulletin on healthy eating news, research events and jobs.

http://www.opha.on.ca/
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- Maintains an updated list of all subscribers, their engagement level and type of other contact information for
communicating NC activities, notices and other products and service promotions.

- Extracts and analyzes data from the subscription database on a monthly basis to inform NC’s Advisory
Committee, OPHA’s Board and others.

- Maintains CRM software platform
- Maintains social media platforms such as, NC’s Facebook, LinkedIn, Instagram and website to promote NC

activities and events
- Prepares, coordinates and deploys surveys, polls and undertakes analysis and presentation of results
- Creates and presents to various groups to promote NC subscription benefits, products and services
- Coordinates the preparation of and participates in staffing OPHA/NC exhibits at events to promote OPHA/NC
- Does outreach to stakeholders, students, etc.
- Responds to enquiries
- Identify new and innovative training opportunities to support sustainability model
- Plan, support or participate in training /capacity building initiatives which could include, networking events,

Workshops, Webinars, online modules
- Undertake needs assessment of client and stakeholder base through comprehensive approaches and methods.
- Project coordination and implementation of annual program knowledge exchange and transfer event.

Other Duties as Required: 
- Attend weekly program staff and monthly organizational staff meetings
- Assist program manager and other program staff, students
- Participate and engage in strategic and operational planning at the program and organizational levels.
- Provide support on website, newsletter and other program communications
- Assist in other duties as required including administration and others that are relevant and appropriate to the

role.
- Provide support where needed to advance the objectives and goals of the organization.

About You: 

The candidate is a dynamic, self-starter and has: 

- Post-secondary degree/diploma
- Strong business mindedness and ability to think like an entrepreneur
- Strategic thinking/problem solving skills, including the ability to anticipate upcoming opportunities and

challenges, determine required outcomes and use innovative approaches to develop supportive systems and
processes

- Experience in Public Health Nutrition or other areas of Health an asset
- Ability to set priorities in a multi-task environment
- Effective interpersonal skills
- Highly adaptable and flexible to deal with different types of people, situations and environments
- Customer service and results-oriented, ability to work independently and in team environments
- Experience in organizing and planning activities and events
- Attention to detail and ability to respond in a timely manner to customers and resolve issues
- Ability to convey, listen to and interpret sensitive and complex information
- Excellent analytical skills
- Ability to work to deadlines
- Understanding of the various sectors within health, community agencies
- Knowledge of data collection methods (e.g. online surveys) and experience with analyzing data is an asset
- A minimum of 5 years’ experience in a variety of areas, including business development, training and events and

communications is essential
- Excellent oral and written communication skills and experience to respond to issues, prepare and present

reports, briefing notes and materials and presentations correspondence 
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- Knowledge in the principles /practices of policy research/development, environmental scanning, trends
forecasting, and issues analysis an asset

- Excellent computer skills including knowledge of MS Office, editing tools and other software platforms

How to Apply: 

Please submit your application to kgough@opha.on.ca , using the subject line “Coordinator, Business Development and 
Subscription Services” and attach one document (PDF or Word file) with both: 
-a cover letter describing how you meet the job requirements and why you think you would be a good fit for this job;
and
-a resume highlighting your relevant educational training, work and volunteer experience.

Compensation will be offered commensurate with the candidate’s experience and competitive with other comparable 
positions in the non-profit sector.   

APPLICATION DEADLINE:  Tuesday February 18th, 2020 at 5pm 

Thank you for your interest in the work at NC.  Only candidates being considered for an interview will be contacted.  
OPHA is committed to employment equity and achieving and maintaining a diverse workforce.  OPHA complies with all 
applicable laws pertaining to non-discrimination and equal opportunity in the workplace and is also committed to 
promoting a health promoting workplace. 

mailto:kgough@opha.on.ca

