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Job Description 
 

POSITION Coordinator, Subspecialty & Special Interest Groups 

REPORTS TO Associate Execu�ve Director, Educa�on and Na�onal Programs 

LAST UPDATED January 2025 

 

Apply with a cover leter and CV by January 24, 2025 to HR@cps.ca 
 

OVERVIEW 
 
The Coordinator, Subspecialty & Special Interest Groups oversees the administra�ve and organiza�onal 
opera�ons of CPS's subspecialty and special interest groups, which serve as communi�es for members with 
shared interests. This role involves overseeing the crea�on and establishment of these groups, suppor�ng their 
execu�ve leadership, coordina�ng professional educa�on ini�a�ves, managing award and grant programs, and 
handling addi�onal responsibili�es as needed. 
 

RESPONSIBILITIES 
 

Subspecialty sec�ons 
• Coordinate sec�on-led programming and ac�vi�es at the CPS Annual Conference (e.g., program 

development & faculty iden�fica�on, abstract reviews and awards, business mee�ngs, award 
dinners/social ac�vi�es, etc.) 

• Confirm content/speakers and maintain schedule for monthly virtual Na�onal Grand Rounds 
• Iden�fy opportuni�es for sec�ons to be involved in larger organiza�on-wide ini�a�ves (e.g., strategic 

priori�es, etc.). 
• Administer sec�on awards and grants and maintain required terms of reference and guidelines. 
• Coordinate the sec�on execu�ve membership, including applica�ons and elec�ons. 
• Provide orienta�on to new sec�on execu�ve members. 
• Schedule sec�on execu�ve and annual business mee�ngs (in-person or virtual) and ensure required 

minutes are on file. 
• Maintain sec�on bylaws, ensuring they meet the needs of each sec�on while being consistent with 

overall CPS by-laws. 
• Coordinate the applica�on process for provisional sec�ons and maintain appropriate guidelines and 

procedures. 
• Se�ng and forecas�ng sec�on budgets.  
• Maintain web pages related to sec�ons and sec�on awards/grants.  
• Maintain necessary pla�orm(s) to communicate with sec�ons as well as facilitate communica�on 

between sec�on members (e.g., listserve, Mailchimp). 
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Special Interest Groups (SIGs) 
• Coordinate the applica�on process for SIGs and maintain appropriate guidelines. 
• Maintain SIG webpage 
• Maintain listserve for SIGs 
• Conduct the annual review of SIGs, iden�fy any whose ac�vity has declined and bring forward to 

supervisor to determine a plan of ac�on 
 

EDUCATION & EXPERIENCE 
 

• Post-secondary educa�on/training in administra�on 
• 3-5 years of governance/administra�ve experience, preferably in not-for-profit sector 

 

ESSENTIAL SKILLS  
 

• Proficiency in Microso� Office tools (Word, Outlook, PowerPoint, Excel) 
• Strong writen English-language skills 
• Proficient in Microso� Office tools (Word, Outlook, PowerPoint, Excel) 
• Experience in Microso� Teams and Zoom (Mee�ngs & Webinars) 
• Experience scheduling mee�ngs, preferably with volunteers 
• Experience with email marke�ng tools (e.g. Mailchimp, ConstantContact) and survey tools (e.g. 

SurveyMonkey) 
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