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Job Title:  Director, Strategic Communication 

Department:  Dean of Arts Office 

Reports To:  Dean of Arts 

Jobs Reporting: 
 
 

Manager, Web & Digital Communication (new title), Digital Communication 
Specialist, Communication & Graduate Recruitment Officer (new title) 
 Salary Grade: USG 12 

Effective Date: December 2023 

 

Primary Purpose 

The Faculty of Arts is one of the University of Waterloo’s largest faculties by population and range of 
research areas and programs. The Arts communication team has the challenge and opportunity to 
promote the Faculty’s unique identity and social impact as a centre of excellence in humanities, social 
sciences, and fine, performing, and media arts within a university well known for STEM fields. 
 
Responsible for the Faculty’s extensive communication portfolio, the Director, Strategic Communication 
leads communication strategies that continuously enhance Faculty of Arts profile and reputation by 
informing, inspiring, and engaging audiences and stakeholders. Accountable to the Dean and other 
Faculty leaders, the Director develops and activates strategic, integrated communication plans that 
advance Arts priorities, goals and values while aligning with the University’s core strengths and strategic 
vision. The Director has strong institutional knowledge and is fully conversant in the Faculty’s broad range 
of research and programming. The incumbent identifies communication opportunities and is regularly 
consulted as an expert to provide thoughtful and responsive recommendations within the Faculty and 
among stakeholders across campus. The incumbent maintains an understanding of audience and 
stakeholder groups, including leadership, faculty, staff, students, alumni, employers, media and others 
who benefit from and provide benefit to Arts. The Director leads and empowers the Arts communication 
team, striving to nurture among its members expertise, passion, and engagement in their jobs. Throughout 
their work, the Director models and promotes communication best practices, including accessibility and 
inclusivity, across Arts and the University. 
 
 

Key Accountabilities 
 

Leads Faculty communication strategy, planning and implementation: 

• Develops and manages effective, integrated communication strategy to increase visibility and 
advance the reputation of the Faculty of Arts as a destination of choice for future students, 
current students, scholars, and other stakeholders (e.g. alumni, donors) 

• Maintains strong knowledge of the Faculty’s scholarship and teaching activities to identify 
opportunities that will support the strategic vision and mission of the Faculty. 

• Accountable for communications that align with the University’s strategic vision while positioning 
Arts as a key driver in advancing that vision. 

• Sets priorities in consultation with Faculty leadership and anticipates emerging 
communication needs. 

• Models and delivers excellence in writing and content creation. 

• Provides editorial oversight on all key Faculty content, ensuring accuracy and excellence in 
quality, adhering to style guide, best practices, and brand guidelines for University 
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communications. 

• Directs the production of marketing materials that support strategic initiatives, including 
working with designers, photographers and external vendors.  

• Stays fully abreast of new developments in communication and marketing, including 
evolving best practices in both craft and voice (e.g. EDI-R). 

• Collaborates with communication team experts to ensure the strategic and appropriate use of 
current and future communication tools, channels and platforms.  

• Establishes criteria to measure the effectiveness of communication tactics in relation to the 
Faculty’s strategic goals.  

• Advises and supports Arts Advancement communication and outreach to alumni and donor 
audiences; drafts/edits letters to donors on behalf of Faculty and University leadership. 

• Develops an annual budget and rationale to achieve the identified priorities. 
 

Advises and manages internal communication functions 

• Ensures timely and appropriate information dissemination, including Arts community 
engagement, on strategic plan activation (in consultation with the Dean and Arts 
leadership). 

• Advises on and ensures quality, accuracy, and consistency in all Faculty communications, 
including prompting and supporting the Dean and Arts leaders in delivering key Faculty messages 
effectively.  

• Advises on and drafts letters and other communication from the Dean and other leaders. 

• Guides and oversees the development of engaging content for various Arts community 
publications and events. 

• Directs and collaborates with communication team members in supporting Arts units’ internal 
communication needs, including web, social media, digital signage, newsletters, and other 
projects.  

• Key member of the Arts Emergency Communication Team, and liaison with central partners on 
crisis and emergency communication. 

• Researches, identifies and recommends new opportunities, broadening the reach of the Faculty’s 
key messages across the institution. 

• Responsible for Faculty-level reports, presentations to support leadership. 

• Oversees Faculty event planning, promotion, execution, and outcomes. 
 

Representation on committees/groups and point of contact 

• Attends regular Dean’s Office leadership meeting to actively contribute to discussions and 
planning 

• Attends regular General Group (Arts chairs/directors) meetings to stay abreast of 
developments, projects, emerging priorities; and advises as needed. 

• Sits on Arts Honours and Awards and Indigenous Speakers Series committees, special lecture 
series groups, and other Faculty-level committees as needed. 

• Meets regularly with counterparts in Arts schools and AFIWs to coordinate initiatives and 
opportunities. 

• Sits on communication groups organized by University Relations to ensure that the Faculty’s 
accomplishments are equitably represented in University communication planning and 
publications; delegates Arts’ representative as needed. 

• Serves as primary Arts contact for central offices such as University Relations and 
Institutional Analysis and Planning to track and measure outcomes/impacts for rankings, and to 
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otherwise represent the Faculty’s contributions and impacts in research and learning, as well 
as identified priority areas (e.g. Waterloo at 100, indigenization, interdisciplinarity, UN SDGs). 

• Represent Arts on emerging University or central unit communication-related projects; or delegates 
Arts’ representative. 

 

Team and resource management 

• Leads and empowers communication team; develops teamwork skills and cross-training 
competencies.  

• Oversees and manages hiring, staff performance, promotions, reclassifications, and 
disciplinary issues. 

• Establishes work schedules, priorities, delegation, and backup procedures. 

• Builds relationships, including with those not in direct line of reporting, to support shared objectives.  

• Builds and manages communication/marketing budget, including approval of expenses and 
reconciliations. 
 

 
*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 in communications, journalism, marketing, public relations or related field 
required. 

• Graduate degree in a related field is preferred.   

Experience 

• Minimum 10 years of progressive professional experience within the field of communication and 
marketing, including progressive leadership, oversight competencies, and strategic decision-
making. 

• Experience working professionally within the post-secondary sector. 

• Proven expertise in developing and implementing integrated communication plans for a variety of 
target audiences. 

• Demonstrated experience in digital communication exemplifying best practices. 

• Minimum 7 years of experience in staff supervision and team leadership. 

• Extensive experience writing and editing corporate/institutional communication and marketing 
content, including publications targeting a variety of audience groups. 

• Decision-making in issues management and crisis communications. 

• Demonstrated experience with media relations and engagement. 

• Experience managing budgets associated with projects, publications, events, and contract employees. 
 

Knowledge/Skills/Abilities 

• Thorough knowledge and understanding of strategic communication planning for all channels and 
platforms.  

• Exceptionally skilled writer and editor, able to assess and interpret complex material. 

• Intellectual curiosity and ability to engage with and interview researchers/scholars, and skilled in 
distilling complex ideas/findings into plain language to bring research to life for a broad audience. 
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• Educated, aware and committed to principles of equity, diversity, inclusively, anti-racism and 
decolonization 

• Broad and deep knowledge and experience of the operations of a large research university, 
including relationships between administration, academic units, support units, and student body. 

• Advanced understanding of institutional data, and analyses, including how to leverage data to inform 
strategic communication planning.  

• Ability to understand and operate in a broad spectrum of political, social and cultural milieus. 

• Superior critical thinking and analytical skills, and the ability to assess complex challenges. 

• Strong project management skills with the ability to meet fluctuating and time sensitive deadlines 

• Ability to work collaboratively with multiple stakeholders, delegate appropriately, and coordinate 
efforts. 

• Flexible, diplomatic, efficient and capable of managing urgent or crisis situations. 

•     Advanced skills with web content management systems and knowledge of web best practices 
and accessibility compliance. 

•     Ability to adapt to changing communication technologies and trends. 
•     Knowledge and skills in university/academic event planning, promotion and management. 

 
Nature and Scope  
• Contacts: Arts communication team members; Dean and Associate Deans; Executive Officer; Dean’s 

Office staff; Research Development Officer; Arts Advancement and Alumni Relations; faculty members 
and scholars across Arts; administrative staff; University Relations; Institutional Analysis and Planning; 
IST; Communications staff in other faculties and research centres; central offices such as President’s 
and Provost’s, Research, Indigenous Relations, EDI-R, Finance, HR, and more. 

• Level of Responsibility: Responsible for three full-time staff members and occasional co-op and 
casual employees. Significant responsibility for Faculty of Arts and, by extension, university reputation 
via public-facing communications and publications, including stakeholder engagement; crisis and 
emergency communication management.  

• Decision-Making Authority: Required to exercise sound judgment relying on expert knowledge and 
the ability to make critical decisions. Holds high level of decision-making authority regarding research 
and programming areas to highlight, accounting for factors like EDI-R, timing (cultural/political current 
events), Arts strategic priorities, priorities/directives from leaders and institutional imperatives.  

• Physical and Sensory Demands: Demands typical of a position operating within an office 
environment with frequent but usually necessary interruptions.  

• Working Environment: Moderate exposure to stress and pressure associated with management-level 
responsibilities with potential for impact on the university's reputation. Media inquiries, Faculty events, 
Deans office business will occasionally occur outside regular work hours and should be anticipated in 
this role.  


