WATERLOO

Job Description

Job Title: Director, Strategic Communications

Department: Dean of Mathematics Office

Reports To: Dean of Mathematics

Jobs Reporting: Communications Officers, Marketing Manager, Faculty Events Manager
Salary Grade: USG 13

Effective Date: November 2023

Primary Purpose

The Director, Strategic Communications is responsible for the effective direction and leadership of

Faculty marketing and communications including media relations, leadership, emergency, and internal
communications. The Director will develop an integrated communications plan that supports both the
Faculty and the University’s goals and values and will communicate it effectively across extensive internal
and external professional networks. The Director will demonstrate excellence and innovation by identifying
strategic communication opportunities for the Faculty and will generate renewed interest for the Faculty in
the larger Waterloo community, including current staff and students, alumni, future students, and other
external partners. The incumbent will provide thoughtful leadership within the Faculty and will be consulted
as the expert to stakeholders and other team members.

Key Accountabilities

Marketing and Communication Plan

¢ In consultation with the Dean of Math and other Faculty leaders, develop an integrated marketing
and communication plan which positions the Faculty of Math as a destination of choice for future
students, and enhances awareness of Waterloo Math and its accomplishments.

e Establish criteria to measure the effectiveness of the plan by monitoring and reporting on the
Faculty’s strategic initiatives.

e Use research and other forms of data collection to analyze data pertinent to the Faculty, and to
ensure that the plan incorporates new and emerging trends.

¢ Recommend new opportunities for Faculty of Math communications, broadening the scope and
reach of the Faculty’s message.

e Working with the Director of Advancement, develop strategic marketing and communications
themes and messaging aligned with fundraising initiatives and campaigns

¢ Work collaboratively with Associate Deans, the Faculty Research Office and all department Chairs
to develop and implement a clear, consistent and coherent approach to enhance the reputation of
the Faculty and promote research efforts and abilities of the Faculty

e Participate in the Faculty’s ongoing strategic planning process to understand the goals and key
messaging that need to be integrated into all Faculty communications.

e Attend multiple communications committees organized by the University Relations teams to ensure
that the Faculty is represented in University communications

Leadership
e Provide leadership to communications professionals in the Faculty’s departments, schools and
centres.

¢ Provide guidelines to ensure appropriate content, messaging, tone and consistency in all
communication
e Build credibility with faculty members in support of strategic initiatives and communication.
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e Work with departments, schools, and centres to develop protocols for promoting announcements
and events, to eliminate duplication, and to maximize publicity.

e Ensure information dissemination and broad consultation across the Faculty on all planning matters.

e Create an environment of open channels of communication that invite suggestions and innovative
thinking, and proactively seeks best practices.

o Develop speaking materials on behalf of the Dean and other senior leaders

Internal Communication

e Develop and maintain an internal communication strategy including communications associated with
leadership and direction; emergency response; peer-to peer connections; and social engagement

e Develop and distribute content for internal audiences

o Develop strategies and tools to allow upward communication and feedback

e Ensures quality, excellence, and consistency in all Faculty communications, delivering key Faculty
and organizational messages effectively across existing communication channels.

¢ Oversee administration of communication channels including subscriptions and memberships

Faculty Events

e Establish strategic priorities for events within the Faculty of Math, to ensure they align with the
strategic vision and priorities for both the institution and Faculty

e Ensure that events and associated communications are linked with respect to event promotion,
event content, post-event publicity, and consistency of messaging

e Provides support, direction, leadership to the Faculty Events Manager to help support the
development of the annual plan of events, provide insight in Faculty priorities, and ensure sufficient
resources to support the execution of the events.

Resource Management

e Develop an annual budget and workforce plan to achieve the required priorities.

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

e Oversee hiring, staff performance, salary administration, promotions, reclassifications, and
disciplinary issues.

Establish work schedules, priorities, and backup procedures.

Build a team to support work priorities, including those not in direct line of reporting.

Manage assigned budget, including approval of expenses

Responsible for negotiation and implementation of media buying and sponsorship agreements
aligned with reputation build for the faculty

Required Qualifications

Education

¢ Completion of a Bachelor’'s degree in marketing, communications, journalism, public relations or
related field, education or training related to communications and strategies.

e Masters Degree is an asset.

Experience
e 7+ years of progressive relevant experience in the field of communications. Competencies include
strategic thinking, people management, project planning.
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e Proven expertise in developing, implementing, and measuring success of integrated communication
plans for multiple audiences.

Experience with staff supervision and team leadership.

Demonstrated expertise in issues management and crisis communications.

Demonstrated ability to adapt to changing communication technologies and trends.
Demonstrated experience with media outlets including issuing press releases.

Extensive experience in writing corporate communications, advertising, and marketing materials,
including materials suitable for current or potential donors.

o Demonstrated experience managing multiple projects with competing priorities.

e Experience managing budgets associated with publications, events, and freelance contractors.

e Demonstrated understanding of human rights and equity issues.

Knowledge/Skills/Abilities

Client Service

¢ Ability to respond to customer needs in a timely, professional, helpful, and courteous manner
regardless of customer attitude.

e Ability to meet and communicate service standards and track client satisfaction.

Teamwork and Relationship Building

e Resolve conflict actively and constructively, engaging in difficult conversations to find collaborative
solutions.

e Excellent human relation skills including the ability to develop and maintain constructive
relationships with other staff and individuals in academic posts.

Managing Change

e Able to assist in resolving resistance to change among others.

o Demonstrated ability to use technological solutions to improve processes and communication.

Planning and Organization

¢ Ability to take ownership for projects of duration of several months; use good independent judgment
when priorities are challenged.

¢ Ability to make reasonable estimates of resource needs to complete projects.

e Uses sound methods to plan, track and report work.

Technical

e Strong writing skills for all mediums including web, social media, video, news, and recruitment
materials.

¢ Intermediate experience with Microsoft productivity and collaboration tools

¢ Intermediate experience with web content management tools.

¢ Intermediate experience with photo and video editing software.

e Experience with social media networks and tools.

Nature and Scope

e Contacts: Internally, communicates with faculty members and staff to influence and motivate
others, and to promote, justify and settle highly sensitive matters. Interacts with internal faculty
directors and department heads, University Relations, Office of Research, Advancement,
Marketing and Undergraduate Recruitment, Heads of Research Centres and Institutes, and
Managers/Directors of other faculties and units on campus. Externally, makes contacts with
industrial partners to obtain, clarify and discuss information, e.g., Industry Research Partners,
Industry Associations, Government offices, other universities.

e Level of Responsibility: Responsible and accountable for communications related to special
projects and events within the Faculty of Math; Establishes goals in consultation with Director,
Advancement.
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« Decision-Making Authority: Makes decisions on timelines and budget allocation to meet stated
objectives. Makes decisions about message content consistent with strategic objectives. Makes
decisions about media to be used to reach intended audience. Provides advice on communications
strategies and helps direct reports with prioritization of tasks.

e Physical and Sensory Demands: Minimal demands typical of an administrative position within an
office environment

e Working Environment: Occasional travel required. Regular working hours, occasional
evening/weekend work required. Minimal exposure to disagreeable conditions typical of a
supervisory position



