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Job Title: 		Marketing & Communications Coordinator
Job Number:			A-400	 | VIP: 1583	
Band:			OPSEU-8	
Department: 			Housing & Conference Services				
Supervisor Title: 	Assistant Director, Administration
Last Reviewed:			April 20, 2026

JOB PURPOSE:
Reporting to the Assistant Director, Administration, the Marketing & Communications Coordinator is responsible for the day‑to‑day development, coordination, and execution of marketing, promotional, and communications activities for Housing & Conference Services. The role supports recruitment, retention, engagement, and service delivery across, in alignment with departmental priorities and Trent University brand standards.
Operating within approved strategies, plans, and brand guidelines, the incumbent makes routine operational decisions related to content development, campaigns, communications delivery, and event promotion. The role ensures consistency, accessibility, and effectiveness of communications across channels, while escalating matters that introduce reputational risk, policy interpretation, or cross‑departmental impact. The incumbent also supports continuous improvement by monitoring performance metrics, identifying trends, and bringing forward evidence‑based recommendations.
Key Activities:
· Coordinate and execute approved marketing, communication, and recruitment initiatives for Housing & Conference Services across both campuses.
· Develop and deliver operational marketing and communication plans for annual Housing cycles (e.g., recruitment, move‑in/out, student staff hiring) within approved departmental direction.
· Proactively identify day-to-day operational initiatives and issues requiring communication, and develop clear, timely copy, posts, and other materials to support coordinated operational communications.
· Create, edit, and manage multi‑channel communication and marketing content (digital, social media, web, print, and event‑based materials), ensuring accuracy, accessibility, and alignment with brand standards.
· Maintain and apply departmental branding and communication guidelines, escalating exceptions or risks to the Assistant Director as required.
· Serve as the operational lead for messaging, coordinating timelines, deliverables, and content updates across stakeholders and platforms.
· Monitor and assess engagement and digital performance metrics, preparing summaries and operational insights to inform improvements and future planning.
· Review existing marketing and communication practices to identify gaps, risks, and opportunities, and recommend enhancements to outreach and message effectiveness.
· Coordinate marketing and communication support for recruitment and engagement initiatives, including open houses, residence tour programs, and showcase events.
· Collaborate with Admissions, Communications, Colleges, and other campus partners to ensure alignment of communications with institutional timelines and recruitment activities.
· Oversee the day‑to‑day coordination of external vendors and contractors delivering marketing, design, digital media, or communication services within approved scope.
· Provide supervision, training, and guidance to student employees supporting marketing and communication activities, assigning and monitoring work for quality and completion.
· Act as a subject matter resource for staff and student employees on messaging, communication standards, and audience‑appropriate content.
· Support continuous enhancement of the departments public profile through research, trend scanning, and operational storytelling initiatives aligned with approved goals.
· Supervise a team of student employees, providing training, coaching, feedback and performance evaluations to ensure consistent, high-quality service delivery.
· Required to work some weekends and evenings during peak operational times (e.g., move-in, move-out, open-house and recruitment events), and acts as a representative of the university.
· Other duties as assigned. 
Education Required:
· Honours Bachelor’s Degree (4 year) in a relevant program, such as Marketing, Communications, or Business Administration.
Experience/Qualifications Required:
· Three (3) years of experience in professional marketing, communications, and/or public relations with demonstrated proficiency in promotions/sales, public speaking, design and branding, digital content (web, social, video).
· Experience developing, promoting, and executing recruitment, outreach, and showcase events in a post-secondary or similarly complex environment. 
· Knowledge of AODA standards for communications is required.
· Experience collaborating with partners to coordinate and organize special events for students, staff, guests, and visitors.
· Demonstrated knowledge and experience in communication and marketing strategy, and the development of targeted communication and recruitment plans.
· Proficient in Adobe Suite, MS Office, HTML, Drupal, and basic graphic design technologies; photography and videography skills are considered an asset.
· Knowledge of university residence recruitment, marketing, communications, admissions, and ancillary operations, including related policies and best practices.
· Strong creative and strategic writing, editing, storytelling, and presentation skills.
· Superior conceptual skills and the ability to collaborate creatively and consult with a variety of stakeholders and partners.
· High attention to detail, organization skills, and accuracy, with experience auditing and reviewing materials for consistency and quality.
· Familiarity with new media technologies, social media platforms, and content strategies.
· Demonstrated ability to exercise judgment and initiative in applying and interpreting policies, procedures, and practices.
· Excellent customer service and strong interpersonal skills, both written and oral.
· Proven ability to apply continuous improvement practices.
· Ability to manage multiple priorities, work independently and contribute effectively within a collaborative team environment.
· Demonstrated commitment to equity, diversity, inclusion, Indigeneity, and accessibility.
· Occasional evening and weekend work required.
· A valid G class license.
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
· A minimum of 1 student employee.
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