
 

SALES AND COMMUNICATIONS COORDINATOR 
 

COMPANY PROFILE 

EQUS was founded on the co-operative spirit. Our core values of Quality, Accountability, 
Community and Knowledge define the attitude our teams bring to work every day. Together, we 
connect rural Alberta and enrich the lives of our members. 
 

JOB PURPOSE 

EQUS is looking for a detail oriented and highly organized Sales and Communications Coordinator 
to coordinate internal and externals sales and communications activities for EQUS. Working 
closely with subject-matter experts, the Sales and Communications Coordinator responsibilities 
include supporting high impact activities that drive sales performance and communication to 
support EQUS’ corporate identity standards. 
 

DUTIES 

• Lead management and sales conversion; manage warm/hot leads generated through 
EQUS.ca, Power Co-ops of Alberta, and member referrals. 

• Member retention; engage with existing EQUS members to support retention. 
• Support the Business Development team with planning and execution of sales 

communications, business development proposals, and a range of general 
communication materials. 

• Support with internal and external communications activities for EQUS, including but not 
limited to: social media oversight, SharePoint, monthly member newsletter, major outage 
response, and news articles on EQUS.ca. 

• Support with copy editing and quality control on materials written by EQUS staff to ensure 
corporate identity standards are met. 

• Support with corporate media communications such as press releases and external 
stakeholder communications. 

• Collaborate with departments to develop targeted communication strategies. 

 

 

 



 

REVIEW AND APPROVAL OF WORK 

This position reports to the Business Services Leader - Sales & Marketing.  
 

JOB REQUIREMENTS AND QUALIFICATIONS 

• Exceptional communication and presentation skills (both oral and written) 
• Excellent interpersonal skills 
• Proven ability to proofread and edit communications materials and technical documents 

to meet standards 
• Exceptional time management skills and ability to work well under pressure and tight 

timelines 
• Ability to manage multiple projects independently 
• CRM systems and MS Office proficiency 
• Experience with Adobe InDesign or other graphic design platforms 

EDUCATION AND EXPERIENCE 

• Graduation from a University program in the field of Business, Marketing, Communications, 
or related field  

• 2-4 years experience in sales coordination, marketing or communications  
 
COMPENSATION 

EQUS strives to attract and retain highly skilled talent and expertise vital to our organization’s 
success. We offer competitive wages, a comprehensive benefits package, and excellent 
opportunities for development and growth. 

 
Power up your career by joining the EQUS team! 
Submit your application to HR@EQUS.CA 
 
EQUS would like to thank you in advance for your resume. It will be kept on file for six 
months from the date it is submitted. EQUS REA LTD. (EQUS) collects only that personal 
information about job applicants that is needed to determine suitability for employment. The 
information will be used only for the purpose of evaluating that suitability. EQUS will not 
distribute your information to anyone else. After six months your application, and any 
personal information collected about you during the verification process, will be destroyed. 
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