
Job Description 

 

Job Title: Assistant Manager, Marketing and Communications Projects 

Department: Print + Retail Solutions 

Reports To: Manager, Marketing & Merchandising Strategy 

Jobs Reporting: Communications Design Specialist 

Marketing Assistant (Co-op) 

Salary Grade: USG 8 

Effective Date: September 2024 

 

Primary Purpose 
The Assistant Manager, Marketing and Communications Projects develops and implements marketing and 
communication strategies, and provides promotional planning leadership for Print + Retail Solutions. The 
Specialist is accountable to plan, create, deliver, and evaluate all aspects of marketing and promotional 
campaigns, taking a leadership role in collaborating with and actively participating in the shaping of the 

communications strategies that are adopted by P+RS. The position includes assisting and providing 
creative expertise in the execution of marketing and communication strategies for W Store, W Store 
Essentials and W Print, and coordinating them as cohesively and collaboratively as possible with those of 
other departments, particularly across the Associate Provost, Students portfolio. As a key member of the 
Marketing team, the incumbent supports the Manager, Marketing and Merchandising Strategy (“the 
Manager”) in raising the profile and brand of P+RS and managing the overall image and reputation of the 
department and the University. The Assistant Manager provides creative and logistical support to the 
marketing team and the entire department, including day-to-day administration and monitoring of the P+RS 
promotions and events calendar, social media channels, and donation and sponsorship programs. 

Key Accountabilities 

 
Planning, Communication and Content Creation 
• Along with the Manager, provides leadership and support to the units within P+RS in all 

aspects of marketing and promotional initiatives to ensure impactful messaging is delivered to 
a diverse range of audiences and to advance the department’s overall strategic goals. 

• Plans, develops, creates, delivers, and evaluates social, and web content marketing plans 
• Develops and implements social media strategies for the department’s overall promotional, 

communications and business goals 
• Works in collaboration with other ancillary Marketing departments on campus to develop and 

implement mutually beneficial promotions and strategies. 
• Performs regular web and social media content audits/inventories (including regular 

maintenance of the department’s campaign social media content calendars, campaign 
process, training manuals, best practices) 

• Monitors and reports on metrics for web, social, and other communications initiatives 
• Oversees the creation, building, and approval of promotional web content and social media 

posts 
• In collaboration with the Manager, provides support to implement web and online strategies as it 

pertains to the promotion of P+RS businesses and the achievement of the department’s revenue 
goals 

• Maintains complete familiarity and fluency in all aspects of P+RS products, services, 
promotions and initiatives and other issues related to key target audiences, including all 
relevant research conducted by P+RS and other campus sources and how any changes impact 
the strategies for which they are responsible 

• Working with the Purchasing team, evaluates potential new product lines and develops 
online and in-store promotional strategies to maximize their financial impact to the benefit 
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of P+RS. 
• Maintains awareness of current research, trends in traditional and digital communications 

(including the practices of peer schools, departments and competitors), and significant 
developments that impact the promotion of P+RS 

• Oversees strategies to guide content marketing and communications design and 
development 

• Develops copy to be distributed through variety of communication channels, including 
social media, web content, W Rewards newsletters, Daily Bulletin articles, other 
newsletters and digital channels and in-store signage 

Promotion Planning and Support 

• Works with the Communications Design Specialist and the Manager, Marketing and 
Merchandising Strategy to support the development and execution of marketing and 
communication strategies for Print + Retail Solutions 

• Coordinates the planning of a comprehensive and informative departmental promotions and 
events calendar with the marketing and purchasing team, the Promotions Planning Working 
Group and campus partners 

• In partnership with the Assistant Manager, Event & Resource Coordination, supports the 
effective coordination and execution of P+RS events 

• Works closely with campus partners (e.g., Alumni Relations, Athletics & Recreation, 
UWaterlooLife, Daily Bulletin) to ensure that P+RS’s efforts are coordinated and consistent 
with other campus initiatives and to maximize the reach of P+RS’s marketing and 
communications activities 

• Ensures that all marketing and communication support materials for retail and print locations, 
including special events and sales, are produced and delivered in a timely manner 

• Performs market research including: identifying, monitoring and analyzing other campus 
retailers, off-campus retail trends, and opportunities 

• Administers surveys using industry standard online tools (e.g., Survey Monkey, Qualtrics) 

• Analyzes questionnaires and other forms of customer feedback 

• Monitors, evaluates and reports on the effectiveness of marketing initiatives using tools such as 
evaluation forms, questionnaires, surveys, focus groups and dashboard reports 

• Assists the marketing team in developing consistent, reliable processes for marketing activities, 
including post-plan analysis reports containing broad team feedback, to ensure continuous 
improvement of marketing initiatives and enhanced customer engagement 

• Supports business development through the creation and enhancements of operational processes 
as opportunities arise such as procurement, billing processes, packaging and distribution, 
technological implementation, promotion and marketing 

• Conducts pre- and post-event evaluations and provides detailed reports on outcomes and 
learnings 

Staff Supervision and Training  

• Manages, coaches, trains and mentors Communications Design Specialist and Marketing Assistant 
to meet P+RS goals  

• Leads collaborative projects, sets clear and reasonable expectations, and establishes a strong 

foundation for high performance and successful results  

• Assesses performance and provides feedback on a regular basis  

• Creates and maintains a work environment that fosters, recognizes and rewards supportive 
mentorship, professional quality, respectful communication, creativity and positive energy  

• Sets employees up for success by providing feedback and support so they are best able to reach 

their annual goals, objectives and full potential  

• Provides professional development and learning opportunities for staff  
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Positive Department Reputation 

• Ensures superior communications that support the positive reputation of P+RS and aligns with 
campus and departmental priorities 

• Advances the department’s overall image and reputation using a variety of media, including the 

website, social media and print media 

• Creates and oversees new tools to help with brand consistency and streamlines marketing 
processes across the department 

• Recommends enhanced communications and marketing strategies, while keeping current with 
best practices and trends  

 

Collaboration and Customer Service 
• Interacts regularly with all P+RS staff and supports cross-promotion of products and services 

wherever possible 
• Provides day-to-day leadership and guidance to colleagues within the department regarding 

creative strategies for social media engagement, promotions and creative strategies 
• Establishes and maintains strong partnerships and relationships with units throughout the University 

and the Affiliated and Federated Institutions that help P+RS achieve its goals, while ensuring that 
P+RS is represented professionally 

• Commits to positive interactions with all customers and provides appropriate level of assistance 
regardless of situation or location 

• Ensures that all customer inquiries are handled in a professional, timely manner; and in cases when 
customers should be redirected to other staff, the incumbent will ensure that the redirection is 
complete and that the customer is not left without service 

Sponsorship and Donation Coordination 
• Responsible for establishing processes and procedures to ensure sponsorship requests are 

handled promptly by the Customer Experience team, ensuring consistency and a positive image for 
P+RS across the campus community 

• Ensures disputes related to sponsorship inquiries are handled professionally and to the benefit of 
P+RS 

• Develops and manages the sponsorship budget and facilitates the provision of sponsored products 
and services to campus groups 

Social Media, Web and Outreach 
• Researches industry best practices, new platforms, emerging ideas, etc., and tests new ideas 

regularly 
• Works with the marketing team to manage all aspects of the P+RS social media presence 
• Develops and implements an engaging and cohesive social media strategy that benefits all areas of 

P+RS 
• Ensures content is timely, informative, appealing and engaging 
• Ensures that customer inquiries and complaints received via social media (e.g., Instagram, 

Google Reviews, Facebook) are handled promptly and professionally, evaluating when to 
escalate issues that may impact the image and reputation of P+RS 

• Leverages current and emerging social media platforms including Facebook, Instagram and 
Socialbakers to meaningfully engage with P+RS customers 

• Evaluates and reports on social media campaigns using best-practice metrics and industry-standard 
KPIs 

• Maintains and develops the W Rewards mailing list and ensures compliance with Canada’s Anti-Spam 
Legislation (CASL) 

• Continuously seeks out and shares opportunities to leverage the W Rewards loyalty program 
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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 
• College diploma or university degree in marketing, business, communications, or a related 

discipline; equivalent combination of education and/or experience will be considered 
• Formal project management training is an asset 

Experience 
• 3+ years of experience in marketing and communications with an understanding of customer 

experience, loyalty marketing, student marketing, etc. Experience in retail and/or post-secondary 
settings will be considered an asset. Project and/or event management experience required. 

• Proven ability and experience in remaining engaged and knowledgeable of emerging 
media, including social media and promotional tools, and knowledge of social media 
trends, analytics, and technology popular among student audiences. 

• Demonstrated experience with developing and implementing effective marketing and social media 
strategies, and excellent judgment with respect to handling of sensitive or controversial issues 

Knowledge/Skills/Abilities 
• Ability to manage multiple projects and solve problems with a strong attention to detail, including 

working effectively with other team members to keep projects on schedule and within budget 
• Strong organizational and time management skills, coupled with the ability to meet deadlines and 

excel in a fast-paced environment characterized by changing priorities, without compromising 
P+RS’s customer-oriented approach 

• Solid understanding of business operations and marketing processes, including business acumen 
and analytical skills 

• Highly developed interpersonal and communication skills 
• Strong writing skills for the development of communications, social media and website content and 

communicating professionally with customers and colleagues 
• Thorough command of the social media and digital world – from evolving social and web to 

mobile tools and trends – sophisticated client service and digital communication skills; high 
level interest with respect to this area of rapid change and innovation. 

• Strong critical thinking abilities 
• Intermediate skill in MS Office 
• Experience and skill with Adobe Creative will be considered an asset 

Nature and Scope 
• Contacts: Beyond connections with P+RS colleagues, the incumbent maintains excellent 

relationships with faculty and academic support units as well as student groups to ensure positive 
positioning for P+RS. Particularly, collaborates with other Marketing contacts in ancillaries and 
other campus departments. 

• Level of Responsibility: This position is responsible for the overall marketing and promotion 
of all P+RS products and services. 

Decision-Making Authority:  
• Continually makes decisions about the most effective methods of developing and putting marketing and 

communications strategies into use, including market research. Provides ongoing oversight and 
deductive reasoning to ensure the alignment of work towards the department’s priority goals and 
objectives. Provides advice to the Manager on trends, issues that may have major impact on the 
products and services offered. Contributes towards budget development and oversight of expenditures 
and approvals. 
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• Physical and Sensory Demands: This position requires exertion of physical sensory effort resulting 
in slight fatigue, strain or risk of injury. Lifting (up to 35 lbs occasionally), bending and stretching is 
required from time to time, in order to set up events and move/display products for sale. Extended 
periods of time sitting at a desk and working at a computer. 

• Working Environment: This position works in a typical retail store and office environment. There will 
be unusual hours or schedules, including extended weekend and weekday hours for events and social 
media engagement, and varying volumes of work at different times of the year. Occasional work 

outside regular business hours. 


