
 
 

ALIES Communications and Administration Coordinator - a chance to 
work on the front lines of the prolife movement in Canada. 

We are a ministry to abortion-minded women and men, based in Alberta, that offers its employees 
meaningful professional connections, ongoing education, and the chance to make a difference in the 
lives of those we serve. 

The Organization: ALIES (the Alberta Life Issues Educational Society) is a charitable organization that 
promotes life-affirming options in Alberta. We operate the Back Porch, which is located across the street 
from the abortion clinic in Edmonton. The Back Porch is an 11th-hour ministry to abortion-minded 
women and men. We also operate other educational ministries in Alberta and offer educational 
programming to small groups, and larger educational events for the prolife community. 

• ALIES expects applicants for this position to be strong communicators, team players, and 
passionately prolife.  

• ALIES believes in boldly sharing the truth about life issues and doing so compassionately.  

The Position: ALIES is currently looking for someone to join our team, as the Communications and 
Administration Coordinator 

• The Communications/Administration position is a full time (Monday-Friday) paid position, with a 
starting wage of $37,000 per year. This position includes partial health benefits.  

• ALIES is an organization dedicated to protecting, supporting, and developing staff members 
amidst what can be an emotionally difficult context; your mental health is our priority.  

Requirements: 

• Knowledge of Microsoft Office Suite, demonstrated ability to learn and employ new software 
quickly 

• Candidates must be detail-oriented, meticulous and reliable 

• Ability to work in a small office setting, collaboratively in a team, as well as individually 

• Strong English communication skills, both written and oral. A second language would be an asset 

• A degree or diploma in administration is preferred, alternate education will be taken into 
account 

• All candidates must align with ALIES’ prolife policies and code of ethics 

Responsibilities: 

• Documentation, organization and other clerical duties 

• Maintenance of contacts database, websites, and social media 

• Creation and distribution of monthly E-bulletins and regular newsletters, with collaboration 
from staff 

• Record-keeping, tracking and filing of financial information, including donations. All financial 
information must be kept secure and confidential.  

• Assistance with networking events, conferences and presentations, as required. Present ALIES‘ 
ministry and mission in a positive light.  


