Job Title: Heritage Inventory Project Coordinator

Project Title: Heritage Resources Inventory Project: Job Creation Partnership

Salary: $729 per week

Duration of Employment: 2026-10-05 — 2027-10-01

Hours of work: Monday — Friday, 8:30 AM — 4:30 PM (Occasional evening and weekend work required)
Location: Museum Association of Newfoundland and Labrador (MANL) Office, 95 Bonaventure Avenue,
Suite 503, St. John’s, Newfoundland and Labrador

The Museum Association of Newfoundland and Labrador (MANL) is a charitable organization
representing institutions and individuals interested in the preservation and promotion of the province’s
material and cultural heritage. The Association was incorporated in 1980 under the leadership of a
volunteer Board of Directors representative of the museum and heritage community in the province.

Position Overview

This position is funded by the Government of Newfoundland and Labrador through the Job
Creation Partnership program.

Working under the supervision of MANL’s Managing Director and Program Coordinator, the Heritage
Inventory Project Coordinator is responsible for overseeing every aspect of the Heritage Resources
Inventory Project: Job Creation Partnership. The hired candidate in this position will oversee project
management and will be the primary communications liaison, engaging with a wide variety of heritage and
community organizations, as well as MANL staff, board, stakeholders and partners. The Project
Coordinator will also be responsible for all research performed as well as the collection, analysis,
reporting and storage of the data. The Project Coordinator must track each stage of the project, to ensure
all tasks are completed on time and within budget.

Job Responsibilities

e Communicate, liaise, and collaborate with multiple project participants including MANL staff,
external and internal partners, advisory and committee members to define, prioritize, and develop
the project.

e Oversee project management, including setting deadlines, identifying deliverables, prioritizing
tasks, and completing and filing reports as required.

e Track, update, analyze and provide progress reports, and updates throughout the project,
ensuring adherence to the budget.

e Oversee the development of the project to ensure that key stakeholders are engaged and
participating in the project.

e Draft and revise schedules of engagement activities, including surveys, telephone and zoom
meetings and interviews, and other activities and events related to the project as required.

e Evaluate work completed at each phase to ensure the project objectives, standards, and
deadlines are being met.

e Document the project’s creation, development, and execution as well as the project’s scope,
budget, and justification.

e Research and report on best practices with regard to organizing the digital records, creating
metadata, and publishing the data online following accessibility standards.

e If time permits, compile the inventory data and prepare it for online publishing and distribution.

Skills and Qualifications

e Graduation from a four-year college or university is required, preferably in Humanities, Social
Sciences, or Museum Studies; an equivalent combination of education and experience will be
considered.

e Familiarity with the GLAM (Galleries, Libraries, Archives, and Museums) and heritage sectors in
Newfoundland and Labrador is preferred.

e Strong interpersonal and relationship building skills are required; must be confident speaking with
new people both in person and by phone.

e Excellent verbal and written communication skills.

e Excellent research skills.



Some experience in the non-profit sector, either through employment or volunteering is preferred.
Strong leadership skills.

Excellent organizational skills and attention to detail.

Experience in stakeholder engagement would be an asset.

Proven ability to multi-task in a face-paced environment.

Excellent technical skills, including proficient use of Zoom, Google Suite (Docs, Sheets, Drive,
Gmail, Calendar, Meet), Canva, Adobe Acrobat, and Meta Business Suite

Comfortable with Microsoft 365 (Word, Excel, PowerPoint, Teams).

e Working knowledge of WordPress and experience in website content management would be
considered an asset.

Working Conditions:

Work will primarily be carried out in-person from the MANL office, with a possibility of hybrid
arrangements. Flexibility is essential, with some evening and weekend hours expected during special
events. The position requires on-site work with MANL staff and interactions with the public. The candidate
must provide a valid certificate of conduct from the RNC.

MANL is committed to fostering diversity and removing barriers to inclusion, and strongly encourages
applications from all qualified individuals, including, but not limited to IBPOC individuals, members of the
2SLGBTQ+ community, gender-diverse individuals, persons with disabilities, neurodiverse individuals,
refugees, newcomers to Canada, and others who may contribute their perspectives and lived experience
to the further diversification of the organization.

Eligibility Guidelines

Eligible applicants must meet the requirements established by the Job Creation Partnership (JCP). The
Job Creation Partnership program shall only be used to assist eligible individuals who:

1. Are a resident of the Province of Newfoundland and Labrador;

2. Are Canadian citizens or permanent residents legally entitled to work in Canada;

3. Meet the definition of El-eligible;

4. Are approved by the department under Section 25 of the Employment Insurance Act as insured
participants who are active El claimants; and

5. Have an employment plan that identifies that the Job Creation Partnership project work

experience being considered supports a reasonable occupational goal.

For more information on JCP eligibility, please visit: https://www.gov.nl.ca/jgrd/Imdaljcp/

Application Guidelines
To apply, please submit:

e Resume
e Cover letter

Please email your materials as one PDF to MANLs Human Resources Committee at
hiring@museumsnl.ca no later than 11:59 PM NDT on Sunday, September 20, 2026.

We thank all candidates, however, only those selected for the interview will be contacted.
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