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Job Title:  Manager, Executive Communications 

Department:  University Communications 

Reports To:  Associate Director, Executive Communications 

Jobs Reporting: None 

Salary Grade: USG 11 

Effective Date: November 2021 

 
Primary Purpose 
The Manager, Executive Communications is part of a fast-paced team of integrated communications and 
marketing professionals. Under the direction of the Associate Director, Executive Communications, this 
role works closely with a wide range of campus stakeholders to develop strategic communications that 
support the President and senior executives. The Manager, Executive Communications plays a lead role 
in managing and maintaining the President’s online presence, including digital strategy and content 
creation. The Manager, Executive Communications provides politically astute communications advice and 
support to the Associate Director, Executive Communications directly in support of the President and 
senior executives. 
 
Key Accountabilities 
 

Implement executive communications plans  

• Work with the Associate Director, Executive Communications to deliver institutional-level 
communications priorities as they pertain to the President’s role as the leader of the community. 

• Work with campus stakeholders to prepare messaging, speeches, reports, presentations and other 
materials for the President. 

• Use insight to identify target audiences and partners, support decision making and help inform the 
overall communication approach for the President. 

Digital Strategy and planning 

• Work with the Associate Director, Executive Communications to create social media and 
communications strategies to support the President’s digital presence and set a tactical plan to 
deliver on objectives. 

• Proactively identify opportunities to share social media content from the President’s channels, 
working in conjunction with the Office of the President to maximize the President’s attendance at 
events, meetings, and other opportunities in support of strategic objectives and presidential 
priorities. 

• Develop and manage the President’s social media content calendar and work in collaboration with 
internal partners to ensure content reflects and supports the University’s key initiatives/campaigns. 

• Remain current on the trends, technologies, issues, demands and approaches of communicating 
through social media channels and steer the social media strategies to align with ever-changing 
best practices. 

• Provide updates and recommendations to the Associate Director, Executive Communications to 
ensure social media and blog results are on target to deliver on objectives.  

• Work with the Associate Director, Executive Communications on the strategy for and maintaining 
the Office of the President website.  
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• Maintain and regularly report on key metrics of engagement on all presidential communication 
channels, and use insights from the metrics to inform future tactics. 

Content creation 

• Write, edit, manage and schedule content for the President’s website, blog, social media accounts, 
media engagements, and speaking opportunities. 

• Work with the Associate Director, Executive Communications and other campus stakeholders to 
ensure accuracy, consistency and integration of all presidential communications with key 
messaging, strategic objectives and presidential priorities. 

• Attend key events attended by the President and generate content including live coverage, 
photography and videos, to engage the University of Waterloo community and external audiences in 
a meaningful and impactful way. 

• Film, edit and promote videos to support presidential messaging. 

• Create slide decks for the President’s presentations. 

Influence and impact 

• Lead or liaise with campus communications professionals for projects as required to realize 
executive communication campaigns and plans.  

• Together with the Associate Director, Executive Communications, evaluate and respond to requests 
for the President’s participation at events or messaging from the President. 

Crisis and Emergency Communications 

• Works closely with University Relations colleagues, particularly the Director of Media Relations and 
Issues Management, to support the development and deployment of communications for crises and 
emergencies.  

• Member of the Emergency Communication Team in support of the Emergency Response Plan.  

 
*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 English, political science or communications-related field. 

Experience 

• 5+ years of experience in a communication, social media or digital content management role with a 
proven record of creating content for a variety of digital platforms. 

• Experience supporting issues management and/or crisis communications. 

• Skilled design experience with creative design software, video production and editing, photography 
and digital content creation. 

• Proven experience in remaining engaged and knowledgeable about emerging social media trends 
and platforms. 

Knowledge/Skills/Abilities 

• Excellent written and verbal communication skills. 

• Understanding of administrative, academic and governance structures of a university. 

• In-depth knowledge and understanding of online communities and social media platforms. 

• 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. 
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• Ability to effectively communicate information and ideas in written and verbal format; and build and 
maintain internal and external collaborative relationships. 

• A tactical, self-starter that can work under minimal supervision and navigate multiple relationships 
and audiences. 

• Critical thinking and excellent analytical skills to enable immediate and appropriate assessment of 
complex issues of concern to stakeholders including among others, the media, the public, and 
funders.  

• Skilled in managing integrated communications campaigns and projects to meet milestones and 
deliverable objectives. 

• Must be able to quickly assimilate information, analyze data and provide strategic advice, guidance 
and decisions on behalf of the Office of the President or the President as required.  

• Excellent interpersonal skills, both for internal relations and for exceptional customer service, 
including tact, diplomacy and good judgment. 

• Discretion and tact in dealing with sensitive information. 

• Strong analytical and problem-solving skills. 

• Strong organizational skills, ability to handle multiple tasks, changing priorities and meet deadlines 
in a fast-paced environment. 

• Familiarity with Socialbakers and Adobe Creative Cloud is an asset. 

• Must have a deep understanding of new and emerging media and the ability to bring innovative 
approaches and new concepts and models to communications programs. 

• Technical skills to include basic HTML, basic Web UI/UX, social media management tools (i.e., web, 
social, print, video, email), video shooting and editing, and proficient in Word, Excel and PowerPoint. 

 
Nature and Scope  

• Contacts:  
Internally interacts with colleagues across the University. Externally the position interacts with the 
broader community on a global basis and represents the University and the Office of the President.  
Interacts with colleagues at all levels across the University to develop trust, rapport and promote 
collaboration. 

 

• Level of Responsibility:  
The incumbent will use their proven ability, extensive experience and understanding of 
communications strategies to promote, protect and enhance the President’s and the University’s 
reputation.   
 

Within a highly complex institution and a competitive marketplace, the incumbent will leverage 
digital communications and new technologies in support of strategic priorities.   
 

The position is responsible and accountable for effective communications. 
 
Requires understanding of the issues facing the post-secondary education sector and the ability to 
interpret these factors into insightful communications in support of senior leaders and the 
University. 
 
Engage in communications of highest quality, which reflect and directly influence the reputation of 
the University in local, national and international spheres.  
 
The incumbent must be a communications professional with experience in producing diverse 
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publications and other communication deliverables (print, web, and digital) with simultaneous or 
overlapping deadlines, in a fast-paced environment.  
 
The incumbent must have considerable grasp of current communication best practices and is 
expected to identify new opportunities for effectively reaching Waterloo’s many target audiences 
through new communication vehicles and channels. 
 

• Decision-Making Authority:  
This position is accountable to the Associate Director, Executive Communications but will make 
decisions about the content and tone of material shared with internal and external audiences.  
Responsible for meeting critical project milestones and deadlines. 

 

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

• 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 
institution can be expected in this role.  Responsiveness is critical to the role. 
 


