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HOPE exists as a platform to inspire innovative
solutions to broken systems. Whether providing
short-term relief, or building long-term systems,

we believe that the best answers are global in

concept, local in execution, and limitless in its
ability to create and inspire change.

VALUES

STUDENT SCHOOL COMMUNITY
EMPOWERMENT OUTREACH CONNECTIONS
Team members are Challenge young We work directly
encouraged and people to reach with marginalized
given freedom to deeper within their communities to
execute their own hearts and arrive at gauge a deeper
ideas and are a place not just of understanding of
provided with the sympathy but of their needs and
resources and tools true empathy for tailor our projects
to do so. the people around accordingly.

them
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Disclaimer:

Please note that The HOPE
Initiative Foundation is a
federal charity. While we have
university branches, we are not
a school organization.
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What is HOPE for Community?

The HOPE for Community program is
created to connect students with
organizations who need specialized
volunteers and to provide organizations
with skilled workers. As well as
connecting students to opportunities, our
program provides monthly training,
mentoring and reflection to ensure all of
our students are consistently developing
new skills!

Please note that these are voluntary
positions with no monetary
compensation.



HUMAN RESOURCES

HR Director

This individual is responsible for recruitment, onboarding, and retention of members at The HOPE Initiative as
well as HOPE's university branches. In addition, they will assist in creating internal documents to record HR
policies and implementing organizational changes. Looking for a reliable and enthusiastic individual with a
willingness to implement change.

Main Responsibilities

e Recruit new talent through volunteer/career fairs, social media and other platforms.

e Promote and answer candidate questions about the open positions and HOPE as an organization.

e Onboard new hires at The HOPE Initiative.

e Assist and teach HOPE’s university branches to resolve their recruitment needs.

e Assist in developing strategies and incentives to retain talent.

e Assist in identifying gaps in talent in the organization.

o Develop and maintain position descriptions.

e Assist in needs assessment regarding jobs positions.

e Conduct regular check-ins with team members to ensure team satisfaction and wellbeing. Mediate
between team members through conflict resolutions.

e Update and create HR documents that record the organizational policies and expectations in a
transparent and accessible manner.

e Assist in facilitating and improving the continuous learning and feedback process.

e Create internal social events and strategies to increase engagement and team morale. Develop
resources for leadership and soft skills that empower our team members and facilitate growth.

e Report updates to the HR Officers and the team.

e Other tasks relating to HR as needed.

Time Commitment:
e All HOPE director and general meetings - once a week.
e All HR committee meetings - once a week.
e Communicate with the HR Coordinators through messaging or calls as needed.
e Hours of commitment may vary; approximately 6-10 hours per week.



HUMAN RESOURCES

HR Coordinator

This individual is responsible for recruitment, onboarding, retention of members at The HOPE Initiative as
well as HOPE’ s university branches. In addition, they will assist in creating internal documents to record HR
policies and implementing organizational changes. We are looking for a reliable and enthusiastic individual
with a willingness to implement change to assist the HR Director.

Main Responsibilities

e Assist the HR director in recruiting new talent through social media and other platforms.

e Promote and answer candidate questions about the open positions and HOPE as an organization.

e Onboard new hires at The HOPE Initiative.

e Assist and teach HOPE's university branches to resolve their recruitment needs.

e Assist in developing strategies and incentives to retain talent.

e Assist in identifying gaps in talent in the organization.

o Develop and maintain position descriptions.

e Assist in needs assessment regarding jobs positions.

e Conduct regular check-ins with team members to ensure team satisfaction and wellbeing. Mediate
between team members through conflict resolutions.

e Update and create HR documents that record the organizational policies and expectations in a
transparent and accessible manner.

e Assist in facilitating and improving the continuous learning and feedback process.

e Create internal social events and strategies to increase engagement and team morale. Develop
resources for leadership and soft skills that empower our team members and facilitate growth.

e Report updates to the HR Director and the team.

e Other tasks relating to HR as needed.

Time Commitment:
o All HR committee meetings - once a week.
e Communicate with the HR Coordinators through messaging or calls as needed.
e Hours of commitment may vary; approximately 6-10 hours per week.



Expansions

Sustainability Coordinator

This role will maintain an existing H. O. P. E branch in Canada through a designated reporting system and
follow- up meetings. They will receive updates and assign task items or provide support to schools as needed
and liaise with other team members if difficult questions arise. This role will also monitor the branch- wide
Slack channel and take meeting minutes and task items. The ideal candidate will be organized, reliable, and
have strong communication skills.

Main Responsibilities

e Assist the HR director in recruiting new talent through social media and other platforms.

e Assist with maintaining H.O.P.E at various universities and colleges B.C. and Canada-wide

e Maintaining existing relations with 1 assigned H.O.P.E branch, including attending meetings with
branches, managing progress reports and documents for branches

e Meet with representatives from different H.O.P.E. branches

e Answering any questions branches may have or finding support to answer the questions with the
correct details

e Monitoring the branch wide Slack channel and notifying the correct people to respond to any
inquiries

e Taking meeting minutes and task items at weekly Expansions meetings

e Respond promptly to agenda and minute postings within two days.

Time Commitment:
e All HOPE general meetings - once a month
e Weekly-check in meetings with Expansions Committee- once a week (1hr/week)
e Communicate with the Directors through messaging or call as needed. Schedule and complete follow
up meetings with assigned H.O.P.E branches (2hr/week)
e Hours of commitment may vary; approximately 6-8 hours per week.



Expansions

Outreach Coordinator (Multiple positions distributed between BC, Alberta, and Ontario)

Each individual on this team will have a designated region that they will focus on to get new H. O. P. E branches
started at the post- secondary institutions in the region. They will use different methods to recruit
interested students, set up meetings to confirm their interest, send out important documents, and maintain
relationships with that school. The ideal candidate will be organized, reliable, and have strong
communication skills.

Main Responsibilities

Assist with recruiting new members for H.O.P.E clubs (ie. creating facebook posts, drafting emails,
etc.)

Answering any questions new branches may have or finding support to answer the questions with
the correct details Update H.O.P.E. members during general meetings on the activities of CR
Respond promptly to agenda and minute postings within two days

This role transitions to the same responsibilities as Expansions Sustainability Coordinator after initial
contact and interest with the university branch has been established

Time Commitment:

All HOPE general meetings - once a month

Weekly-check in meetings with Expansions Committee- once a week (1hr/week)

Communicate with the Directors through messaging or call as needed. Schedule and complete follow
up meetings with assigned H.O.P.E branches (2hr/week)

Scheduling and completing initiation meeting with newly set up H.O.P.E branch alongside follow-up
meetings (2hr/week)

Hours of commitment may vary; approximately 6-8 hours per week.



Sponsorships

Sponsorships Coordinator

This individual will be in charge of managing and organizing Sponsorship partners and events. They will be tasked
with hosting Sponsorship events to spread the word about our programs and organization. They will note all of our
donations and maintain a record in collaboration with our financial team. Furthermore, the funding associate will
connect us with other organizations with the hopes of collaborating on a Sponsorship event.

Main Responsibilities

e Establish connections with Sponsorship partners and design Sponsorship events

e Preparing and designing plans for Sponsorship events, including logistics etc.

e Record all donations received at Sponsorship events

e Maintain and reinforce relationships with existing sponsors and funding sources. Initiate contact with
non-profit and charitable organizations in Greater Vancouver and beyond for potential partnerships.

e Respond promptly to emails (within 2 business days).

e Report updates and support the Operations Officer and team.

e Update team members with current and new activities regarding Sponsorship

e Other tasks relating to grants and sponsorships as needed

Time Commitment:
e All HOPE general meetings - once a month
e Weekly-check in meetings with Sponsorships Committee- once a week (1hr/week)
e Hours of commitment may vary; approximately 6-8 hours per week.



Finance

Finance Director

The Finance Director is responsible for creating a yearly budget for all events, acting as a liaison between the HOPE
president(s)/branch president(s) and all HOPE members. This individual is the signing authority for charity
deposits, reimbursements and finance related materials.

Main Responsibilities

e Responsible for preparing finance documents, such as year-end budget balancing, as required by the
university student union Responsible for managing all membership, internal, and external payments

e Must create a yearly budget for all events and distribution of funds to be presented to the team

e Signing authority for charity deposits, reimbursements, invoices, and finance related materials

e Must provide updates after each event about the distribution of funds and allocation of money for
each event

e Responsible for providing a budget for each HOPE event and notifying the committee in charge

e Update HOPE members during general meetings on a Treasurer’s report including the HOPE account
balance - must commit to weekly deliverables

e Respond to agenda and minute postings within two days

e Establish connections with Sponsorship partners and design Sponsorship events

Time Commitment:
e All HOPE general meetings - once a week (1hr/week).
e  Weekly-check in meetings with Finance Committee- once a week (1hr/week)
e Hours of commitment may vary; approximately 6-8 hours per week.



Marketing

Marketing Director

This individual is responsible for creating and updating marketing content, organizing folders and ensuring social
media plans are made and adhered to. They will develop marketing strategies to position our services,
differentiate them from our competitors', enlist distributors, and ensure clients understand why they need our
services.

Main Responsibilities

e Create promotional materials to increase brand communication and customer loyalty. Identify
consumer trends and adjust marketing strategies

e Check the social media of all branches to ensure brand guidelines are being adhered to

e Communicate with Marketing teams of all HOPE branches

e Oversee marketing schedule for all social media platforms

e Receive graphics request and allocate tasks among team using marketing task list -Ensure all branches
have access to necessary marketing resources

e Keep track of links on published documents and ensure they remain active

e Develop and implement social media strategies, oversee running of various social media platforms

e Create, update and ensure adherence to marketing strategy documents and social media

e Approve of all external content to ensure it adheres to brand guidelines and effectively addresses
intended audience

Time Commitment:
e All HOPE director and general meetings - once a week.
e All Marketing committee meetings - once a week.
e Communicate with the HOPE executives through messaging or calls as needed.
e Hours of commitment may vary; approximately 6-10 hours per week.
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Marketing

Marketing Coordinator

This individual is responsible for managing photo and video content across the HOPE Charity. They should have an
interest in photography, be detail - oriented, and have editing experience.

Main Responsibilities

Create promotional materials to increase brand communication and customer loyalty. Identify
consumer trends and adjust marketing strategies

Responsible for all HOPE Charity photo, video and video advertising content

Collect and filter photo content from HOPE events and university branches, organize and document
photos in a database for later reference and use

Edit and watermark HOPE photographs for general use Ideate, edit, and produce general promotional
videos for HOPE using video content from the Charity and University branches

Work alongside internal graphics managers to ensure they have adequate photo content for their
graphics

Liaise with IT team in order to get photos and videos posted on the HOPE website

Update HOPE executives, Graphics Director, and Graphics Team on progress regularly, and actively
respond to messages

Actively support other HOPE charity events and programs

Commitment:

All HOPE general meetings - once a month.

All Marketing committee meetings - once a week.

Communicate with the HOPE executives through messaging or calls as needed.
Hours of commitment may vary; approximately 5-7 hours per week.
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Marketing

Internal Graphics Coordinator

This individual is responsible for creating digital promotional graphics for HOPE events, creating infographics, and
creating graphics content for the HOPE website and other external documents. They will ideally have a great sense
of design and enjoy creating eye- catching and informative graphics.

Main Responsibilities

e Create posters, banners, promotional content, digital signage, and graphics for HOPE Charity events

e Liaise with the marketing team in order to get graphics posted

e Create infographics for external use Create university-specific HOPE logos and liaise with corporate
relations team to distribute graphics appropriately

e Create digital graphics content for the HOPE website Advise on branding and graphics inquiries and
concerns from HOPE University branches

e Liaise with members from other committees to help create graphics for their events and/or programs
Update HOPE executives, Marketing Directors and Marketing team on progress regularly, and actively
respond to messages

e Actively support other HOPE charity events and programs

Time Commitment:
e Al HOPE general meetings - once a month.
e All Marketing committee meetings - once a week.
e Communicate with the HOPE executives through messaging or calls as needed.
e Hours of commitment may vary; approximately 5-7 hours per week.
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Internal

Internal Director

This individual is responsible for setting departmental priorities and providing a strong sense of organizational
leadership to the Internal committee. In doing so, they will develop and maintain systems to measure the progress
of the company and identify areas in which improvement is needed. They will also work closely with other
departments to oversee sponsorship and grant applications as well as hiring activities.

Main Responsibilities

Create weekly general meeting minutes and ensure all Directors update the document beforehand

Submit agenda items to the Directors at the end of each week

Maintain and complete a comprehensive transition report

Send and reply to emails relevant to their committee

Attend all planned director meetings and weekly general meetings
Oversee hiring rounds with committee members and prepare orientation for new members

e Oversee the Internal committee

Time Commitment:
e All HOPE director and general meetings - once a week.
e Communicate with the HOPE executives through messaging or calls as needed.
e Hours of commitment may vary; approximately 5-7 hours per week.
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Partnerships

Partnerships Coordinator

This individual works to expand HOPE’ s partnerships with external organizations through elevating public
awareness of HOPE. They are responsible for conducting research on and pitching at competitions and any
relevant promotional opportunities. The Partnership coordinator works to confidently represent and
communicate HOPE’ s brand and mission to a variety of stakeholders and is a leading voice for HOPE’ s
values and objectives.

Main Responsibilities

e Conduct research on available and relevant pitch competitions and identify promotional
events/opportunities.

e Pitch and participate in above opportunities as a HOPE representative with the goal to grow public
awareness of HOPE’s organization and programs.

e Assist Partnership Directors with onboarding new partners and continue fostering relationships as
needed.

e Screen incoming opportunities and respond promptly to emails (within 2 business days).

e Work closely with the Student Engagement portfolio to discuss responsibilities for student-facing and
community-facing pitch opportunities.

e Communicate and coordinate closely with Partnership Directors through Slack and check-ins and
prepare reports as tasked

o Delegate pitch and promotion opportunities to Partnership Coordinators as appropriate. Other tasks
relating to partner and external relations as needed.

Time Commitment:
e All HOPE general meetings - once a month.
e All Partnerships committee meetings - once a week.
e Communicate with the HOPE executives through messaging or calls as needed.
e Hours of commitment may vary; approximately 5-7 hours per week.
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