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Job Title:  Video Specialist 

Department:  Co-operative and Experiential Education  

Reports To:  Manager, Digital Experience 

Jobs Reporting: None 

Salary Grade:  USG 9 

Effective Date: July 2021 

 

Primary Purpose 

 
Reporting to the Manager, Digital Experience, the Video Specialist is responsible for producing a wide 
range of multimedia projects for CEE. They ensure that the brand and visual identity is expressed in video 
and online as the lead contact for video productions and animations. This position is responsible for 
continuous improvement of CEE’s multimedia offerings that are made available across multiple platforms. 
This role integrates and leverages content across a range of online channels, planning and creating new 
multimedia initiatives, collaborating across CEE and brings innovative ideas and solutions to the Digital 
Experience team.  

Key Accountabilities 
 

Leads the content creation of original video content for the web and various social media 
channels.   
• Produces, directs, captures, designs and edits multiple video productions. 

• Art directs multiple video styles from high-end productions to guerilla style videos and is comfortable 
performing streeter interviews. 

• Leads and guides clients in the development of strategic, effective multimedia materials. 

• Constantly explores and proactively suggests new and creative ways to “tell our story” and expand 
our audience reach for both student and employer audiences.  

• Develops engaging storylines, storyboards, and ultimately, professional productions that can 
function on multiple platforms (web, digital displays, social media, etc.). 

• Supervises talent and any other freelance talent required including videographers, audio 
technicians, writers and designers. 

• Provides guidance to talent for the optimal on camera experience. 

Project manages productions through the entire process to sign-off 

• Ensures the effective project management of digital projects, including personnel, resources, time 
and budget. 

• Leads the team in proper digital asset file management.  

• Actively participates in the feedback loop, accepting feedback from stakeholders and providing 
feedback within the team. 

• Partners with internal and external content managers, editors, designers, developers and other 
University staff to ensure videos meet both client and institutional needs, aligning with the brand 
strategy platform and meeting University web and accessibility standards. 

• Leads dissemination of multimedia content between CEE key stakeholders including prospective 
students and employers, campus partners, global associations, alumni and others.   
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• Responds to client needs by analyzing the client’s directives and discussing necessary changes to 
improve and implement the functionality and design of their projects. 

• Tracks video analytics and metrics, plus utilizes data to create meaningful reports and evolution of 
video strategies, testing, optimizations, approaches and distribution.  

Maintains strict quality control 

• Ensures excellence and consistency in the design of all video productions. 

• Ensures Waterloo identity guidelines are met. 

• Maintains and reviews video equipment and studio. 

• Stays current with video editing software, video equipment, SEO for video, and video accessibility 
standards. 

• Prepares videos to meet current AODA standards and ensures all accessibility guidelines are met 
for every video project. 

• Continues to research new technologies that will aid in future projects, recommending new and 
innovative products for future productions.  

Collaborates and acts as a resource 

• Works collaboratively with the Manager, Digital Experience, Digital Experience team members, as 
well as groups from the Communications and Employer Experience teams on projects involving 
multimedia. 

• Works with colleagues to improve their craft and the technologies enabling it. 

• Builds and maintains influencer relationships and manages external partnerships that amplify the 
CEE’s reach and reputation. 

• Ensures open communication with other stakeholders in CEE and other communications 
professionals across campus to manage multimedia and promote best practices in video content 
and its delivery. This includes providing training and guidance for others across CEE.  

• Participates on committees as required. 

• Showcases the work developed by CEE.  
 
*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 Communications, Digital Marketing, Advertising, Media Studies, Graphic 
Design, Digital Experience or equivalent combination of education and experience required. 

Experience 

• 5-10 years of experience in videography and graphic design. 

• Expert knowledge as director of photography and as editor/producer. 

• Video production experience specifically in planning, shooting and editing (understanding of lighting, 
camera types, audio recording, simple special effects and video editing).  

• Proven ability to direct simple video production projects and organize larger video production 
projects.  

• Track record of innovative and effective multimedia storytelling.  

• Experience with accessibility standards. 

• Experience working with senior executives and diverse stakeholders is critical. 

• Experience creating animations. 
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• Working knowledge of AR and VR technologies. 

• Experience working in-house and in an agency is considered an asset. 

Knowledge/Skills/Abilities 

• Video production skills including: quoting, concept creation, script writing, storyboarding, 
video shoots, animations, editing, special effects, motion graphics, audio mixing and mastering final 
project. 

• Layout skills, including knowledge of typography, graphic design, colour theory, and use of third-
party tools. 

• Knowledgeable of video formats, different platform requirements, colour grading and post-FX. 

• Knowledgeable about usability and accessibility for both video production and web design and able 
to test design changes to meet standards in these fields. 

• Strong knowledge of Co-operative Education or a similar organization and its mandate is essential.  

• Excellent knowledge of social media communications. 

• Strong knowledge of branding and its application to various communications. 

• The ability to create and coach others on the preparation of branded presentations utilizing the full 
functionality, features of PowerPoint (such as animation and embedded exported media files within 
a presentation). 

• Ability to persuade, demonstrate and reinforce the value of adhering to set digital marketing 
communications goals to content maintainers and creators.  

• Demonstrated knowledge of and ability to apply key metrics for effective ROI analysis and to make 
testing plans, optimizations and continuous improvements.  

• Effective time management skills, ability to multitask and confidence in decision making under 
pressure. 

• Positive energy and attitude, willingness to work flexible hours.  

• A passion for and commitment to the University of Waterloo and commitment to developing its 
digital experience for all stakeholders (including students, faculty, staff, alumni and external 
stakeholders and the global community at large).  

• Effective interpersonal and written communication skills. Ability to quickly produce and distribute 
quality, thoughtful, creative and engaging content. 

• Keen sense of responsive client service. 

• Intermediate to expert use of current project, data management and digital communication tools 
including:  

o Video production: 
▪ Software – Adobe Premiere, After Effects, Final Cut Pro Suite, Adobe Creative Suite 
▪ Equipment – DSLR camera operation, lighting, audio recording 

o Social media (LinkedIn, Instagram, Facebook, Twitter)/Hootsuite Enterprise or Socialbakers 
o MS Word, Excel, PowerPoint. 

 
Nature and Scope  
• Contacts: Work closely with key administrators – including the Associate Provost, CEE, Executive 

Director, Co-operative Education, Director, Centre for Career Action, Director, WIL Programs, Director, 
WxL and others. Internally interacts with colleagues CEE and the University. Externally the position 
interacts with students, employers and potentially external vendors.  

• Level of Responsibility: With a high level of professionalism and maturity in managing employers, 
students and senior administrators, the Video Specialist has the ability to judge an appropriate level of 
response and deliver messages for external and internal inquiries from students, employers and the 
general public. The Video Specialist has excellent organizational and administrative capabilities, plus 
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excellent communication (written and spoken) and presentation skills. With a strong team work ethic, 
collaborative style and approachable and friendly manner, the Video Specialist can problem-solve and 
diplomatically manage issues. The Video Specialist has effective time management skills, a high 
tolerance for multi-tasking and last-minute changes, strong analytical skills, and a proven ability to 
focus on ways to improve processes and outcomes. Co-op students may report to this role.  

• Decision-Making Authority: The incumbent will use sound judgment and discretion in making content 
decisions (often under tight time pressure) on behalf of the institution. The timeliness and quality of 
online content contributes to the overall reputation of CEE, the University and primarily to achieving 
CEE’s goals in alignment with the University’s goals.  

• Physical and Sensory Demands: Minimal demands typical of a position operating within an office 
environment.  

• Working Environment: This role involves minimal psychological risk from unavoidable exposure to 
hazardous, disagreeable or uncomfortable environmental conditions. This role involves unusual hours 
or schedules such as attendance or participation in occasional evening events or for extended hours 
for issues management that arise suddenly, irregular and/or high volumes and multiple and/or tight 
deadlines beyond one's control that arise during peak activity times each term or for crisis 
communications or urgent media requests, and constant interruptions such as by phone or email.  


