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Job Title:  Senior Communications Officer, Alumni 

Department:  Dean of Engineering – Advancement Unit 
 

Reports To:  Director, Marketing & Communications 

Jobs Reporting: None 

Salary Grade: USG 10 

Effective Date: Jan 2025 

 

Primary Purpose 

The Communications Officer, Alumni, is responsible for creating ongoing communications and special 
projects that support the Faculty of Engineering Advancement team’s engagement efforts with alumni and 
donor audiences. This role will produce captivating and valuable communications that engage and attract 
supporters to the Faculty. They will work to create communications that support the Faculty’s efforts to 
build a culture of philanthropy.  
 
Reporting to the Director, Marketing and Communications for the Faculty, the Communications Officer 
works as part of the Faculty Advancement team, partnering closely with the Alumni and Donor Relations 
Officers to strategize and plan creative and compelling content for alumni and donors. They will work with 
departments and campus partners to support efforts to thoughtfully and effectively engage our community 
of alumni and donors through compelling communications using various Faculty and University channels. 
 
The Communications Officer, Alumni will support the Faculty with writing timely and relevant Engineering 
news stories and features as required. This role will work to advance the Faculty’s image through the 
production of professional, compelling and effective communications materials.  
 
 
 

Key Accountabilities 
 

Plan and execute creative communications for Alumni audiences  

• Develops and executes integrated communication plans to successfully inspire and engage our 
alumni audiences 

• Writes compelling news and feature stories that demonstrate impact and inspire alumni engagement 
and donor support  

• Project manages (including budget management), writes content for and edits regular Alumni news 
based communications including e-newsletter (issued 3 times/year) and WEAL, an annual printed 
alumni magazine  

• Ensures that alumni from all Faculty of Engineering schools, departments and programs are 
reflected and fully represented in produced content 

• Posts and manages Faculty web content, and supports departments in posting their content, 
specific to alumni interests 

• Coordinates photography and video development needs, working collaboratively with colleagues  

• Evaluates all communication initiatives, through data analysis and collaborative post-mortem 
exercises to inform future decision making  

• Ensures consistency, accuracy and excellence in quality and content of messaging in all written 
pieces 
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Manages special alumni and Faculty projects 

• Manages the massive amounts of student experience content and organizes into useable dynamic, 
nostalgic presentations to inspire deeper engagement with alumni and donors 

• Researches donor and alumni behavior, staying on top of best practices and evolving trends in 
Advancement and consultation with alumni and donor teams 

• Writes speaking notes for the Dean of Engineering, specific for alumni audiences  

Collaboration and team support 

• Provides writing and editing support for the Advancement team, as required, to ensure high-quality 
and consistent messaging  

• Establishes relationships across the Faculty to foster increased sharing of information among 
Engineering’s two schools and six departments, working to source and secure stories of alumni and 
donor interest while supporting the integration of Faculty-wide communications to reduce duplication 
and streamline processes 

• Identifies and promotes story opportunities and reviews with communications team to determine 
next steps as part of the Faculty communications editorial calendar and planning tools 

• Analyzes issues, events and trends that could impact the Faculty, alerts the team to any issues 

• Follows best practices in communications and offers insight to ensure ongoing improvement  

• Regularly reviews and contributes to central Editorial Calendars for planning purposes 

• Works collaboratively with the Faculty of Engineering’s marketing and digital media teams for 
amplifying content aligned with the Faculty’s goals 

• Works collaboratively with the Faculty of Engineering’s Development team for identifying and 
amplifying content aligned with the Faculty’s goals 

• Provides excellent customer service to colleagues across the Faculty 

Other  

• Provides back-up copy writing and editing services to members of the Engineering communications 
team as required, including writing news stories for posting in Engineering and University channels 

• Attends events to compose notes capturing key messages for news and feature stories  

• Ensures all University brand guidelines and Waterloo Engineering standards are followed  

• Provides onsite support for Faculty and Advancement events, including Reunion and Convocation 
as needed  

• Supports the integration and leveraging of content across a range of Faculty online channels as a 
means to support the Faculty’s marketing communications strategies 

• Engages in active learning by seeking opportunities for ongoing training and professional 
development e.g. industry articles and blogs, webinars, conferences 

• Other duties and responsibilities with special projects or committees as assigned 
 
*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 

• University degree in journalism, marketing, public relations or equivalent combination of education 
and experience 
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Experience 

• 6-8 years of extensive experience as a writer in a media environment 

• Extensive experience in interviewing people for news and feature story profiles 

• Experience in news and media researching skills 

• Experience in translating technical concepts into simple language in order to facilitate understanding 
from researchers to media and other external audiences 

• Experience in writing effectively, authentically, and in a manner consistent with the quality and 
standard expected of university-level communication and aligned with brand strategies  

• Experience with a content management system (Drupal); Advanced Word, Excel and PowerPoint 
skills; Adobe Creative Suite 

Knowledge/Skills/Abilities 

• Exceptional written communication skills; excellent editing skills 

• Strong project management and publication coordination skills 

• Positive energy and attitude with a strong customer service mentality. Will apply a positive team 
approach to working with all Faculty and campus colleagues 

• Demonstrated ability to thrive in and contribute to an integrated, high achieving and collaborative 
team 

• Ability to build consensus, foster teamwork among a variety of stakeholders, and take the lead on 
integrated communications projects 

• Ability to quickly produce and distribute quality, thoughtful and engaging content 

• Strong organizational skills with a proven ability in managing multiple deadlines that require 
attention to accuracy, consistency, and the ability to work with many different people with competing 
priorities 

• Effective time management skills and confidence in decision making under pressure 

• Detailed oriented with an ability to excel in a fast-paced environment characterized by changing 
priorities and short deadlines 

• A passion for and commitment to the Faculty of Engineering and commitment to developing its 
experience for all stakeholders 

• Understands privacy regulations with respect to the University sector 

• Photography skills would be an asset 

 
Nature and Scope  
• Contacts: Interacts with colleagues at all levels across the Faculty to develop trust, rapport and 

promote collaboration.  Demonstrates leadership and integrity when dealing with all internal and 
external stakeholders, with the goal of advancing the overall Faculty of Engineering communications 
agenda. Must maintain productive internal and external working relationships with primary internal 
groups including Dean, faculty, students, alumni, donors and staff within the Faculty of Engineering. 
Internally interacts with colleagues across the university including Advancement, Office of University 
Relations, Creative Services and Marketing and Strategic Communications. Represents the direct 
interests of the Dean and the Faculty to internal and external audiences and creates content that 
reflects the values and reputation of the Faculty. Confident communications skills to interview 
researchers on technical elements of research work. Able to manage confidential information and work 
independently or as part of a team. Able to work as part of a project team in a complex, fast-paced, 
and changing environment with numerous deadlines and priorities is essential. The incumbent serves 
as a professional and competent resource to the campus community at all levels.     

• Level of Responsibility: This position performs specialized work with minimal supervision and has 
the ability to take initiative where minimal direction is provided.  Proactive in contributing ideas and 
solutions.   
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• Decision-Making Authority: Responsible for determining and meeting critical project milestones and 
deadlines.   

• Physical and Sensory Demands: Minimal demands typical of a position operating within an office 
environment as a member of the central communications team.  

• Working Environment: Minimal exposure to disagreeable conditions. Work outside the normal 
operating hours of the institution can be expected in this role. 


