
 

Take a Pain Check Foundation 

 

Communications Lead 
​
Location: Remote (in Canada)​
Commitment: Part-time, flexible​
Reporting To: Programs Manager 

 

About Take a Pain Check Foundation 

Take a Pain Check Foundation is a Canadian-registered, international youth-led non-profit 
organization founded to empower youth and young adults impacted by rheumatic and 
autoimmune diseases. Our mission is to create a supportive, safe, and inclusive community 
where individuals feel understood and equipped to self-advocate. 

Since launching in March 2021, our podcast has celebrated over 107 episodes, featuring 
conversations with patients, families, healthcare professionals, and community members about 
chronic illness, relationships, lifestyle, and advocacy. We’ve reached listeners in over 120 
countries. 

 

About the Role 

We’re seeking a passionate Communications Lead to join our organization, directing 
communication efforts & producing content for our bi-weekly podcast, social media, and 
outreach. You’ll work closely with the Podcast Host and Programs Manager to manage the full 
content production lifecycle from pre-production planning and recording to editing, publishing, 
and promotion. You will also lead the organization's marketing teams to develop social media as 
well as outreach material daily. 
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This role is ideal for a self-starter with podcast experience who can lead teams to reach a larger 
audience. As we are a digital-first space, the Communications Lead can work from anywhere in 
Canada, but must be available Monday to Friday, and periodically on the weekend. Special 
consideration will be given to those with lived experience with a rheumatic disease or familiarity 
with autoimmune diseases.  

 

Key Responsibilities 

Podcast Production: 

●​ Collaborate with the host to plan episode topics, formats, and guest lineup 
●​ Coordinate guest scheduling and pre-interview communications 
●​ Prepare discussion scripts through extensive research  
●​ Manage technical aspects of remote recording  
●​ Troubleshoot technical issues before recording sessions 
●​ Edit audio/video episodes to remove errors, improve pacing, and enhance  
●​ Communicate with guests for cross-posting, date of release 
●​ Create episode titles, show notes, snippets, teaser videos, and timestamps 
●​ Export, deliver & upload final files in multiple formats for podcast platforms and 

YouTube 
●​ Maintain consistent branding across episodes 
●​ Track podcast feedback, analytics (downloads, engagement, geographic reach) 
●​ Recommend improvements based on performance data and listener feedback 

Marketing & Communications 
 

●​ Create promotional content, including newsletters, social media posts, and press releases. 
●​ Promote & advertise organizations’ content & programming on social media  
●​ Lead, mentor, and coordinate internal staff, volunteers, and student contributors to 

produce promotional assets (audiograms, teaser clips, graphics, and other content) 
●​ Manage social media calendars and content timelines 
●​ Maintain episode logs, guest databases, content calendars, and standard operating 

procedures (SOPs). 
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●​ Organize promotional campaigns for milestone episodes, launches, awareness days, and 

themed series. 
●​ Coordinate the Communication team budget in conjunction with the Programs Manager 
●​ Assist other teams at events & campaigns 

 

Technology & Digital Spaces 

●​ Develop and maintain the organization's technology strategy and roadmap. 
●​ Manage, update, and engage in digital platforms, including website, Patreon, Discord & 

other social media 
●​ Monitor and report on digital performance and audience metrics; A/B test tactics and 

recommend data-driven optimizations 
●​ Develop digital engagement reports based on platform analytics  
●​ Lead the tech team to accomplish assigned tasks 

 

Qualifications & Skills 

Essential 

●​ 1+ years of experience producing and editing podcasts or audio content 
●​ Proficiency with audio editing software (e.g., Adobe Audition, Audacity, or 

GarageBand) 
●​ Experience with video editing (e.g., Descript, Adobe Premiere, DaVinci Resolve) for 

YouTube content 
●​ Good understanding of audio quality standards (noise reduction, leveling, mixing) 
●​ Excellent organizational skills and ability to meet bi-weekly deadlines 
●​ Strong communication skills and the ability to work collaboratively with volunteers 
●​ Passion for health advocacy, youth empowerment, and/or rheumatic/autoimmune disease 

awareness 
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Preferred  

●​ Experience working with nonprofit or health-focused organizations 
●​ Knowledge of podcast distribution and RSS feed management 
●​ Basic graphic design skills for episode cover art or social media promos  
●​ Experience creating podcast transcripts or show notes 
●​ Experience leading teams of volunteers 

Time Commitment 

●​ Done remotely, several tasks are independent 
●​ Must be available for weekday hours 
●​ Some flexibility for evenings/weekends may be required 

 

What We Offer 

●​ Meaningful impact: Contribute to a community that supports youth living with 
rheumatic  

●​ Creative freedom: Shape the sound and style of a growing podcast with 100+ episodes 
●​ Remote flexibility: Work from anywhere in Canada with flexible scheduling 
●​ Skill development: Build portfolio pieces in podcast production and health advocacy 
●​ Compensation: Competing hourly rate of $20/hr for twelve hours 

 

How to Apply 

Please submit the following to manager@takeapaincheck.com (podcast inquiries) with the 
subject line "Communications Lead Application – [Your Name]": 

1.​ Resume or CV highlighting relevant podcast/audio production experience 
2.​ Portfolio or samples of scripts, social media posts, and/or edited podcast episodes (audio 

or video links preferred) 

4 



 
3.​ Brief cover letter (max 300 words) explaining: 

○​ Why are you interested in this role 
○​ Your experience with podcast production/editing 
○​ Your connection to (or interest in) health advocacy/rheumatic disease awareness 

Application Deadline: Rolling (positions filled as ideal candidates are found) 

 

Take a Pain Check Foundation is an equal-opportunity organization. We welcome applicants 
from all backgrounds, especially those with lived experience of rheumatic/autoimmune diseases, 
youth, and underrepresented communities. 
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