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Job Description

Job Title: Communications Officer, Internal and Engagement
Department: Dean of Mathematics Office

Reports To: Director, Strategic Communications

Jobs Reporting: None

Salary Grade: UsG 9

Effective Date: September 2023

Primary Purpose

The Communications Officer, Internal and Engagement is responsible for developing a wide range of
internally focused communication products in support of the Faculty of Mathematics’ strategic initiatives.
Under the direction of the Director, Strategic Communications, the role works closely with multiple Faculty
and campus stakeholders to translate strategic initiatives into messages and activities that are relevant at
a Faculty and departmental level, with a strong focus on community engagement. The role requires
significant knowledge of internal communications best practices and significant experience project-
managing and implementing internally focused initiatives.

Key Accountabilities

Implement Communications Plans

e Provide support and guidance to senior administrators in the Faculty on the delivery of internal
communications.

e Ensure consistency of voice and message across all internal channels.

e Manage and co-ordinate all activity in internal communication plans, including deploying resources
and managing risks.

o Contributes to the production of internal communications material including but not limited to the
Faculty’s newsletter and emails.

e Use digital tools and email clients to produce dynamic and effective internal communication
products.

e Provide support and clarification to internal stakeholders and Faculty leaders to ensure they are
confident in delivering key messages and to strengthen internal communications aligned with the
successful execution of the Faculty Strategic Framework.

¢ Establish two-way and face-to-face communication channels to build employee engagement and
reinforce these channels during organizational change.

e Ensure the most appropriate and cost-effective channels are utilized and maximize the potential of
digital communication channels.

e Ensure the organizational infrastructure (tools, channels, and processes) is in place to deliver high-
quality and creative internal communications.

e Work closely with the University’s and other Faculties’ communications teams to align and integrate
communications and leverage opportunities for the biggest impact internally.

¢ In consultation with the Director, Strategic Communications, support internal communications at
times of crisis; create and deliver any necessary internal communications and engagement plans
during or following a crisis.

Community Engagement
e Advises senior leadership on employee and student community engagement and well-being issues,
as well as opportunities to improve experience, retention, and performance.
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Recommends best practices for community engagement and well-being based on up-to-date
knowledge of related research in academia and industry.

Lead the development and implementation of the community engagement and well-being initiatives
for guiding and enhancing both the present and long-term well-being of the Faculty of Mathematics
students and employees.

Builds frameworks/systems to support cultural and social connections among people that are not
directly work-related.

Advises, counsels, and supports on the creation of equitable service across academic programs and
units.

Manages and implements community engagement and well-being initiatives to support the Faculty
of Mathematics’ strategic framework.

Advises and/or implements initiatives to address concerns or situations that are negatively impacting
employee and/or student well-being.

Advises students and employees on well-being-related projects to ensure that empathy, inclusivity,
diversity, and ethical data collection are considered. Projects may include but are not limited to
student and employee surveys, interviews, focus groups, town halls, and wellness-related design
solutions.

Develops, implements, and maintains an evaluation framework for Faculty of Mathematics
engagement initiatives.

Measurement and Impact

Analyze and segment internal audiences to target communication effectively.

Maintain a strong understanding of different internal audiences. Use this knowledge to ensure the
tone, language and format of internal communication is accessible and read by a range of Faculty
groups.

Bring together views and perspectives of stakeholders to gain a wider picture of the landscape
surrounding activities and policies.

Explore employee engagement data to understand the context for internal communication, identify
challenges and barriers and suggest actions for improvement.

Recommend and initiate new channels for internal and leadership communication.

Develop tools and vehicles to generate sources of data to inform internal and leadership
communication.

Establish metrics to assess the effectiveness of internal communication and act on feedback to
ensure communication is timely, relevant and meets the needs of the Faculty and internal
audiences.

Provide strategic advice and leadership for the Dean, Department Chairs, and Faculty
communicators to realize internal and leadership communication campaigns and plans.

Monitor and evaluate the effectiveness of internal communication strategies and tactics for
continuous improvement.

Communications Support

Review Faculty communications as a content editor as required.

Review Faculty communications to ensure consistency of voice by the Faculty, aligned with
communications strategies as set with the Faculty Strategic Framework.

Support internal teams with communications reviews and evaluations, may include writing to
external audiences; writing and editing content as required.

Draft communication materials for senior leaders as required.

*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
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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

e University degree in English, public relations, marketing or a communications-related field or
equivalent experience.

Experience

e 5+ years of progressive experience providing internal communication support in a complex, fast-
moving and diverse corporate environment is essential.

e Experience in organizing events and creating communications products related to employee
engagement and/or employee well-being initiatives.

¢ Significant experience in writing, proofing, and editing material (including internal emails and
speeches), and of presenting proposals and plans to senior/board level executives.

e Experience providing superior client service and an ability to change perceptions and align
expectations, garnering engagement and collaboration with communication services.

Knowledge/Skills/Abilities

e Thorough command of the technology associated with social media and the digital world (from the
evolving social web to mobile tools and trends), sophisticated digital communications skills, and high
level of energy and passion with respect to this area of rapid change and innovation.

e Excellent written and verbal communication skills.

¢ Ability to leverage interpersonal skills and industry expertise to provide outgoing and proactive
communication support to clients, reacting quickly to changing circumstances, shifting priorities, and
short deadlines.

¢ Ability to network and collaborate with stakeholders at all levels of the organization, influencing and
persuading when needed.

e Expertise in internal communications and community engagement.

e Expertise in strategic storytelling, communications, marketing and working knowledge of website
best practices, digital and content marketing, as well as communications design, development, and
execution.

e Strong organizational skills and ability to effectively manage numerous projects and initiatives.

e Ability to manage confidential and sensitive materials and situations with discretion and diplomacy.

¢ Ability to make decisions and solve problems with good judgment and acute sensitivity to the
political environment and to the reputation of the University.

Nature and Scope

e Contacts: This role will work with a wide range of Faculty senior administrators. Routinely they will
work with other communicators in University Relations, Faculties and academic support units.

e Level of Responsibility: This position is accountable to the Director, Strategic Communications but
will make decisions about the content and tone of material shared with internal audiences.

e Decision-Making Authority: This position will routinely be involved in problem solving issues that
affect the reputation of the Faculty in conjunction with senior administration.

e Physical and Sensory Demands: Minimal demands typical of a position operating within an office
environment. This position requires outstanding customer service, sound judgment, a strong work
ethic, calm demeanor, ability to work under very challenging time constraints, constant interruptions
and competing priorities.
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e Working Environment: Minimal exposure to disagreeable conditions typical of a position exposed to

stress and pressure associated with management level responsibilities. Work outside the normal
operating hours of the University can be expected in this role.



