
 
 

JOB POSTING  

 
Position:   Editorial Assistant 

Reporting To:   Marketing Manager  

Location:   Toronto, CANADA     

Hours:   Part-time Contract (20 hours per week, 6-month term)  

Compensation:  $27/hour 

 

OVERVIEW  

Butterfield & Robinson has been a major creative force in the active travel industry for over 40 years. We 

are known for the innovative approach we bring to the design of our trips, the high-quality of our 

operations and our exuberant marketing, including our award-winning blog, The Slow Road. B&R is 

hiring a talented Editorial Assistant to join our Marketing team for a part-time contract to support the 

Marketing Manager and Marketing Coordinator in editing and writing traveller-facing content. 

 

Responsibilities: 

 Edit traveller-facing material in itineraries and other supporting documentation, such as travel 

guides 

 Create, edit and post content to the company’s blog, The Slow Road  

 Write and edit emails, as needed  

 Update the company’s website as needed  

 Write and gather content for the company’s social media feeds (Facebook, Twitter, LinkedIn and 

Google+)  

 

Desired Skills & Experience 

 A degree/diploma in journalism, publishing or a related field  

 Experience writing, editing and formatting editorial content (ideally at a magazine, newspaper or 

publishing house) 

 Detail-oriented with keen eye for spelling and grammar  

 Ability to quickly adopt an already established brand voice and house style 

 Strong knowledge of Wordpress or other online CMS platforms  

 Knowledge of web writing and SEO  

 Knowledge of Microsoft Word and Excel an asset but not essential   

 

Please apply in writing with the following: 

 a resume  

 a cover letter outlining relevant experience  

 two professional references 

 a writing sample of no more than 350 words describing a great travel experience you’ve had in 

the past 

 

To:          

Dave Bowden, Marketing Manager 

Butterfield & Robinson 

70 Bond Street, ste. 300  Toronto, ON   M5B 1X3   

Dave.Bowden@butterfield.com  –  www.butterfield.com  

mailto:Dave.Bowden@butterfield.com
http://www.butterfield.com/

