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Job Title:  Associate Director, Marketing & Communications      

Department:  Office of the Registrar, Marketing & Undergraduate Recruitment 

Reports To:  Director, Marketing & Undergraduate Recruitment 

Jobs Reporting: Manager, Marketing and Campus Engagement  
Manager, Marketing and Communications Strategy 

Salary Grade: USG 12 

Effective Date: January 2014 

 
Primary Purpose 
Within the Marketing & Undergraduate Recruitment (MUR) unit of the Registrar’s Office (RO), fills a key 
senior management position as an MUR director accountable for the effective development and execution 
of strategic marketing and communications plans and an on-campus visits strategy for all RO units, 
ensuring the effective positioning of the university, appropriate research, high-quality strategic positioning 
and messaging, and the safeguarding of the Waterloo reputation. Plays a crucial role in the successful 
achievement of institutional undergraduate enrolment management, retention, and revenue goals by 
ensuring that all RO audiences receive accurate and timely print and digital communications and by 
developing effective on-campus visits, which represent a highly influential factor in a student’s choice of 
university. 
 

Key Accountabilities 
 
Accountable for the effective direction of all aspects of RO print and digital communications and 
on-campus visits initiatives, including strategic planning, budgeting, quality control, and the 
management of the institutional profile and reputation   

• Leads the transformation of strategic communications for the RO, ensuring that all audiences 
receive accurate and timely print and/or digital communications about admissions, student awards, 
financial aid, academic requirements, and other essential information. 

• Creates research plans for and directs the identification, development, implementation, 
management, and evaluation of the strategic direction for RO communications and on-campus visits 
plans, including but not limited to integrated communications, technology, social media, and other 
marketing initiatives.  

• Interprets the university’s positioning and visual identity frameworks and ensures the effective 
positioning of Waterloo in the minds of prospective and current students, key influencers, and faculty 
and staff in order to achieve strategic institutional recruitment and retention objectives. 

• Accountable for safeguarding the Waterloo reputation through the identification, development, and 
delivery of new concepts and models  along with well-tested, on-brand, creative, innovative, and 
high-quality approaches to all marketing, communications, and on-campus visits. 

• Responsible for the development and implementation of an issues communications strategy for 
addressing unpopular or controversial practices or polices that may be implemented by the 
Registrar with respect to students, faculty, and/or staff. 

• Ensures that RO plans are linked to and integrated with those of other academic and academic 
support units to maintain the superior quality and consistency of all RO and faculty initiatives related 
to recruitment, marketing, communications, and on-campus visits.  

• Accountable for ensuring and overseeing the development, maintenance, and evaluation of a 
strategic plan and effective mechanisms for inquiry management.  
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• Accountable for ensuring the effective management of technical expertise in the development, 
maintenance, and enhancement of all MUR technical systems and applications, digital initiatives, 
and websites, including both hardware and software requirements. 

• Ensures that the most appropriate communications team members attend university-wide committee 
meetings related to communications, marketing, and/or on-campus visits; that they proactively 
contribute undergraduate recruitment expertise; and that they advocate on behalf of the prospective 
undergraduate audience. 

• Develops and manages significant budgets for the achievement of RO strategic goals related to 
marketing, communications, and on-campus visits. 

Collaborates, advises, consults, educates, and builds consensus 

• Advises the Registrar; the Director, MUR; and senior RO managers with respect to recruitment, 
marketing, communications, and on-campus visits strategies and issues. 

• Interacts and collaborates with other senior university communicators to develop innovative 
communication strategies that strengthen Waterloo’s reputation and brand and contribute to the 
achievement of institutional strategic goals. 

• Identifies and leads collaborative projects and teams to foster synergistic relationships and integrate 
RO marketing, communications, and on-campus visits initiatives with complementary plans 
developed by academic and academic support units, working with unit directors and other key 
representatives to enhance the achievement of key recruitment and retention goals by creating 
effective plans for all units, including but not limited to the faculties that partner strategically with 
MUR. 

• Serves in a senior capacity on university committees that lead institution-wide collaborative projects, 
ensuring that the needs of RO audiences are carefully considered. 

• Works closely with the Director, MUR, and the Associate Director, Marketing & Undergraduate 
Recruitment/Director, International, to ensure effective integration and consistency across all 
marketing, recruitment, and communications initiatives. 

• Maintains an understanding of the critical importance of and the significant obstacles to building 
consensus and working collaboratively with on-campus partners, and plays a key role in seeking 
and developing opportunities to proactively develop collegial relationships based on trust and mutual 
respect in order to enhance working relationships within the RO and with primary internal and 
external stakeholders. 

• Provides campus expertise in strategic marketing, communications, and on-campus visits plans as 
well as in positioning and visual identity interpretation for key RO audiences, leading the way for 
other campus departments to interpret the brand to align with their own goals and messaging for 
students and key stakeholders.  

• Supports and consults with the Director, MUR, with respect to organizational structure and change 
management.  

• Contributes management expertise as a member of MUR and RO hiring teams as well as those in 
other departments and the faculties. 

• Proactively shares knowledge so that all MUR team members can incorporate new information and 
techniques into their initiatives. 

Directs the acquisition of research results and institutional knowledge that inform and support 
communications and on-campus visits strategies 

• Keeps well versed in and provides direction with respect to all aspects of undergraduate marketing 
and communications, including but not limited to generational characteristics, demographics, 
Canadian and international education systems, transition issues, academic programs, co-op, 
financing, residence, campus life, student success, success after graduation, on-campus visits, and 
current and emerging technology and tools for communicating with prospective student audiences.  
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• With recognition of the role of research as the foundation of all MUR and RO work and its crucial 
application in informing decision making, strategy development, messaging, and budget allocation, 
maintains a deep understanding and awareness of the significant factors that affect marketing as 
well as Waterloo’s image and reputation, along with the communications and on-campus visits 
practices of Waterloo’s competitors.    

• Advises in the development of a research plan that will accomplish MUR and RO strategic 
marketing and communications goals, and ensures the exploration, development, collection, and 
interpretation of appropriate communications and on-campus visits research. 

• Ensures that managers under direction maintain a thorough understanding of key surveys and other 
research data that inform marketing and communications strategies and that appropriate research 
principles are incorporated into the development and evaluation of all initiatives for which s/he is 
responsible. 

Directs, motivates, and mentors staff 

• Hires, supervises, and evaluates MUR managers under direction, including directing interview 
committees, selecting outstanding candidates, negotiating salaries, and when necessary, handling 
disciplinary action. 

• Plans and delivers professional development for marketing and communication professionals within 
the RO and closely aligned academic units to ensure the effective development of communication 
and on-campus visit initiatives and to foster strategy integration. 

• Ensures a work environment that fosters, recognizes, and rewards supportive mentorship, 
professional quality, respectful communication, creativity, positive energy, and synergy.  

Provides project management and budgeting expertise 

• Ensures the effective project management of initiatives for which s/he is accountable, including 
personnel, resources, time, and budget, including proper control of expenditures as well as the 
definition, monitoring, reporting and refining of appropriate metrics. 

• Ensures that managers and staff under direction develop and write Marketing Action Plans (MAPs) 
that accurately document all components of the particular initiatives for which they are responsible 
and that they contribute appropriate updates to the overall MUR tactics document. 

Other 
Participates in MUR recruitment events and in the administration of specific RO department-wide 
responsibilities, including examinations, convocation, and such other general and specific duties as 
may from time to time be determined. 

 
*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 

• Bachelor’s degree or equivalent combination of education and experience required. 

• Post-graduate degree in marketing, communications, public relations or related field is an asset. 
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Experience 

• Minimum 10 years marketing and marketing communications experience in progressively more 

responsible roles.  

• Experience in postsecondary recruitment/marketing/communications is preferred. 

• 3-5 years of leading managers/leaders of small teams and coaching/mentoring/developing managers 

and teams. 

• 3-5 years of managing of 7-figure-plus operations budgets with accountability to achieve 

measurable results. 

• 3-5 years of experience in large organizations, including proven success in advocating for change 

with both internal and external stakeholders. 

 

Knowledge/Skills/Abilities 

• Strong understanding of the student/customer lifecycle and its applications to lead generation, 

conversion, and retention. 

• Ability to strategically organize and coordinate marketing and lead generation across multiple 

contexts/programs/markets 

• Strong understanding of integrated marketing concepts and processes including brand and its 

various applications, market research, customer experience, loyalty marketing, lead generation, and 

integrated marketing communications. 

• Proven effectiveness in leading employees within an integrated and collaborative team 

environment; able to foster a positive team culture and manage teams to deliver high volumes of 

effective activity amid frequent changes in environment and constraints. 

• Demonstrated facility in organizational relationship management using a collaborative, flexible 

approach; ability to achieve consensus and to influence direction/decisions outside the immediate 

sphere of authority.  

• Superior communication skills including verbal, written, presentations, and copyediting 

o Preference given to demonstrated communications experience across multiple contexts  

• Experience in strategic planning and developing measurement frameworks and key performance 

indicators to demonstrate effectiveness. Data analysis capabilities are also an asset. 

• Proven ability to adopt, master, and drive effective team usage of technology including (but not 

limited to) customer relationship management (CRM) and marketing automation tools. 

• Advanced social media experience and facility with digital marketing tools. 

• Understanding of and experience in strategic enrolment management (SEM) is an asset 

• Understanding of and experience with student information systems is an asset 

 
Nature and Scope  
• Contacts: Internally, communicates with colleagues in a wide range of departments and groups and at 

all levels to oversee the successful execution and integration of a variety of communications and on-
campus visits strategies; externally, accountable for effective communication with a wide variety of 
audiences to deal with, influence, and motivate others to achieve university goals 



 

 

 

Job Description 

 

  

 

 

• Level of Responsibility: As senior RO communications and on-campus visits strategist, accountable 
for establishing related RO strategies and priorities as well as for informing the direction of university-
wide communications and on-campus visits initiatives that directly impact the achievement of 
enrolment management, retention, and revenue goals; expected to provide collaborative leadership 
and expertise and to bring innovative and high-quality approaches as well as new concepts and 
models to enrolment management communication and on-campus visits strategies and to link and 
integrate RO plans with those of other academic and academic support units. 

• Decision-Making Authority: Continually makes decisions that have a significant impact on and 
consequences for the reputation of the university and the success of enrolment management, 
retention, and revenue objectives. 

• Physical and Sensory Demands: Minimal demands typical of a position operating within an office 
environment; periods of extensive sitting and concentrated use of visual senses. 

• Working Environment: Minimal exposure to disagreeable conditions typical of a position exposed to 
stress and pressure associated with senior-management-level responsibilities; intermittent work 
outside the normal operating hours of the institution and occasional travel. 


