WATERLOO

Job Description

Job Title: Communications Officer
Department: Dean of Mathematics Office
Reports To: Director, Strategic Communications
Jobs Reporting: None

Salary Grade: UsG 9

Effective Date: June 2024

Primary Purpose

The Communications Officer is responsible for leading development of high-quality marketing products,
the key outcomes of which are to drive recruitment, advancement, and brand awareness. This specifically
includes leading ongoing marketing campaigns for the Undergraduate Admissions and Outreach Office,
Marketing and Undergraduate Recruitment, Math Advancement, the Dean’s Office, Math Innovation, Math
Research Office, Math Planning Office, and other units and departments looking to connect with a market
segment.

The Communications Officer acts independently and makes decisions related to marketing and brand
deliverables, while operating in a highly variable and unpredictable environment of competing demands.
The Communications Officer must therefore have a keen awareness of Faculty of Mathematics strategic
priorities to inform decision-making.

The Communications Officer is responsible for leading redevelopment of all Faculty websites, working with
stakeholders and Information Systems and Technology (IST) to implement and continuously improve web
content. Specific considerations for the Manager will be to uphold standards of accessibility for websites
through a deep understanding of the Accessibility for Ontarians with Disability Act (AODA) and associated
Ontario Post-Secondary Education Standards. The Manager will be the Faculty leader on web content and
consistently advocate for and implement user experience/user interface (UX/UI) and search engine
optimization (SEO) best practices.

As a leader in the Faculty of Mathematics, the Communications Officer will lead, line manage, mentor,
coach, and develop talent. The Communications Officer will specifically lead the work of contract and co-
op staff, which will include project managing start-to-finish marketing, web, and design projects. While
running a team, the Communications Officer also works in close coordination and collaboration with other
members of the Math Communications team, including with projects related to digital communications,
design, video production and promotions, media outreach, internal communications, and events, all in
support of strategic priorities of the Faculty of Mathematics.

Key Accountabilities

Marketing Management

e Accountable for developing and executing comprehensive marketing strategies that drive
recruitment, enrolment, fundraising, and brand awareness.

e Supervising the work of contract/co-op staff as the team completes marketing initiatives in support of
Faculty of Mathematics strategic priorities.

e Leading the production of high-quality marketing assets in support of Faculty of Mathematics
recruitment and advancement initiatives.
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Acting independently and making decisions related to marketing and brand deliverables.
Operationalizing deep knowledge of marketing techniques for content marketing, lead generation,
prospect development, and conversion and closing strategies.

Conducting thorough market research to identify audience needs, preferences, and user insights to
shape marketing strategies and refine product positioning.

Collaborating with Marketing and Undergraduate Recruitment, Information Systems & Technology,
and specialists across the other Faculties to coordinate efforts, maintain Waterloo brand
consistency, and develop and follow best practices.

Monitoring the performance of marketing campaigns and initiatives, analyzing key performance
indicators (KPIs), and making data-driven adjustments to optimize outcomes.

Overseeing the creation and execution of marketing campaigns specifically for websites and digital
channels, ensuring brand alignment and expanding audience reach.

Staying up-to-date with industry trends, emerging technologies, and best practices to drive
continuous improvement and innovation in marketing strategies.

Web Management

Accountable for leading the redevelopment of Faculty of Mathematics websites to ensure
consistency with marketing and brand best practices as part of an overall marketing and brand
strategy.

Line managing all work related to Faculty of Mathematics and affiliated websites, primarily through
assigning and supervising the work of contract/co-op staff.

Leading on the implementation and upgrading of WCMS3 for the Faculty and affiliated websites.
Leading on web accessibility and AODA as it relates to Faculty of Mathematics and affiliated web
properties.

Championing best practices in user experience/user interface (UX/UI) and in SEO.

Using data insights to make informed recommendations for improvements, and oversee the
collection of data, metrics, and analytics by contract staff.

Mentoring team members and Faculty of Mathematics administrators, faculty members, and staff in
best practices for accessibility and AODA, UX/UI, and WCMS3.

Collaborating with IST and development teams to ensure the website's technical aspects are
functioning smoothly, including line managing any bug fixes and performance optimization.

People Management and Leadership

Provide leadership and direction to the team and develop teamwork skills.

Implement recruitment, evaluation, and professional development process for both contract and co-
op staff roles on the team.

Establish work schedules, assign duties, and establish backup procedures for coverage during
times of absence or transitions.

Developing leadership and management skills through independent professional development,
University of Waterloo leadership development programs, and through critical reflection on day-to-
day management and leadership situations.

Client and Stakeholder Relationships

Accountable for developing and maintaining strong relationships with client units and stakeholders.
Meeting or exceeding client and stakeholder expectations for all projects.

Implementing project management and consultative best practices to optimize client satisfaction,
including proactively seeking feedback on projects.
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*All employees of the University are expected to follow University and departmental health and safety policy,
procedures and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.

Required Qualifications

Education
e Degree in marketing or strategic communications, or related field, or equivalent experience. English,
Journalism, or Advertising degree preferred.

Experience

e 5-10 years of experience in a relevant marketing communications role, preferably with experience in
the university sector.

¢ Public relations or advertising agency experience is a strong asset.

Knowledge/Skills/Abilities

e Proven ability, extensive experience, and deep understanding of content marketing within a highly

complex institution and competitive marketplace.

Demonstrated leadership, line management, mentorship, coaching, and talent developing abilities.

Ability to lead with influence and collaborate effectively with colleagues.

Ability to make decisions in highly variable situations with competing demands.

Demonstrated experience managing large-scale marketing campaigns and maintaining a brand.

Outstanding organizational skills and the ability to handle multiple tasks and meet deadlines.

Superior written and verbal communications skills.

Deep knowledge of project management best practices and tracking programs, such as Airtable and

customer relationship management (CRM) tools.

¢ Advanced knowledge of content management systems (CMS) and programs related to marketing
communications, design, and digital publication.

e Extensive knowledge of AODA, UX/UI, WCMS2/3, and SEO best practices.

¢ Knowledge of best practices for interviewing and hiring would be considered a strong asset.

Nature and Scope

e Contacts: Internally, the incumbent will initiate and maintain contact and professional working
relationships with subordinates, colleagues, administrative personnel, faculty members, and students
in the Faculty of Mathematics, marketing, communications, web, and IT personnel across the
University and other faculties. The incumbent will also interact with vendors.

e Level of Responsibility: This role is responsible for leading a team and for leading development of
major marketing projects for the Faculty of Mathematics in support of recruitment, advancement, and
brand awareness. The role requires a deep understanding of the issues facing the post-secondary
education sector and the ability to interpret these factors into insightful marketing and communications
activations in support of the Faculty of Mathematics and the University. The incumbent must be a
marketing and communications professional with experience leading the production of diverse
publications and other communication deliverables (print, web, and digital) with simultaneous or
overlapping deadlines, in a fast-paced environment. The incumbent must have considerable grasp of
current marketing best practices and is expected to identify new opportunities for effectively reaching
the Faculty’s target audiences.
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o Decision-Making Authority: Responsible for decisions related to marketing campaigns and brand.
Responsible for meeting critical project milestones and deadlines. This position may independently
lead a project or lead a team.
e Physical and Sensory Demands: Minimal demands typical of a position operating within an office
environment.
e Working Environment: Minimal exposure to disagreeable conditions typical of a position exposed to
stress and pressure associated with management level responsibilities. Work outside the normal
operating hours of the institution can sometimes be expected in this role.



