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Job Title: 		Operations & Engagement Specialist
Job Number:			X-526 | VIP: 3000
Band:			OPSEU-6	
Department: 			Co-op, Careers & Experiential Learning		
Supervisor Title: 		Manager, Work-Integrated Learning
Last Reviewed:			September 3, 2026

JOB PURPOSE:
Under the direction of the Manager, Work-Integrated Learning, the Operations & Engagement Specialist contributes to the success of co-operative education at Trent University by supporting the Co-op Team and micro-credential staff with promotion of programming and opportunities to co-op students, co-op employers, and prospective micro-credential registrants. They will also support the administration and operations of Trent’s co-op programs by assisting with event planning, e-mail inquiries, tracking spreadsheets, and updating and maintaining the Co-op Module in the Student Experience Portal and the Co-op Organization on Blackboard.
KEY ACTIVITIES:
Co-op & Micro-credential Engagement
· Manage and update co-op and micro-credential websites, ensuring content remains accurate, current, accessible, and aligned with institutional branding standards. 
· Develop and schedule engaging social media content for Careerspace LinkedIn and Instagram channels to promote co-op opportunities, employer partnerships, student success stories, and micro-credential programs; work with Central Communications team to amplify strategic and reputational content. 
· Produce digital assets, including photography, video content, testimonials, and promotional materials to support student recruitment and employer engagement initiatives, in coordination with centralized Communications team. 
· Conduct interviews with students and employer partners, write and gather success stories, testimonials, and experiential learning outcomes and profiles, in coordination with central Communications team. 
· Capture professional headshots for students at co-op and career-related events, enhancing students' personal branding and employability. 
· Attend employer site visits to document work-integrated learning experiences through photography and video, creating promotional content that highlights the impact of co-op participation. 
· Update and maintain the annual Co-op Handbook, ensuring guidelines, procedures, and program information are accurate, accessible, and user-friendly. 
· Following University brand standards and guidelines, design promotional posters and manage events within the Student Experience Portal, tracking registrations and supporting event marketing efforts. 
· Execute campus-wide campaigns to increase student awareness and participation in co-op programs and events. 
· Lead promotional initiatives for the Transfer into Co-op process through digital and print materials, social media campaigns, and student testimonial content. 
· Support employer outreach and recruitment efforts through targeted email campaigns, newsletters, LinkedIn content, and networking events to strengthen co-op partnerships. 
· Create and manage a co-op employer newsletter, including maintaining subscriber lists, developing content, coordinating distribution, and monitoring engagement to strengthen employer relationships.
· In coordination with Central Communications, develop and implement marketing strategies that increase awareness of micro-credential offerings among community members, prospective learners, and industry stakeholders. 
· Promote micro-credential programs to employers by communicating workforce development benefits and opportunities for employee upskilling. 
Operations for Co-op Team
· Act as the first point of contact for the Co-op e-mail, prioritizing and responding to general inquiries in a timely manner and triaging complex inquiries to the appropriate Co-op Coordinator. 
· Coordinate on-campus room bookings and logistical arrangements for co-op training sessions, information workshops, networking events, employer presentations, and student engagement activities. 
· Assist in administering the Co-op Assistance Program by updating the myTrent application form each term, opening and closing the form, and sending out e-mail communications to all co-op students. 
· Support with the coordination of the Transfer into Co-op Process by answering general transfer-in inquiries and triaging to the appropriate Co-op Coordinator when needed.
· Collaborate with Co-op Coordinators to maintain the Co-op Blackboard organization by uploading resources, creating and scheduling announcements, and ensuring content remains current and relevant. 
· Organize, maintain, and monitor the Co-op SharePoint site to ensure resources, documents, and operational information are accessible and up to date for staff and stakeholders. 
· Support ongoing updates and data management within the Experiential Learning System (ELS) CRM.
· Assist with the preparation and manual generation of employer tax credit letters when needed, ensuring student information is accurately reflected, and documentation is distributed as required. 
· Draft confirmation of enrolment letters for student work-integrated learning funding applications, including SWPP funding requests, for review and approval by the Manager, Work-Integrated Learning. 
· Generate, analyze, and compile co-op data reports using the Student Experience Portal (SEP), IRIS, and other institutional systems to support internal planning, program evaluation, and CEWIL reporting requirements. 
· Produce regular reports on key co-op performance indicators, including work term participation, salary ranges, geographic distribution, employer engagement, co-op retention, and program enrollment trends. 
· Support institutional and CEWIL reporting requirements by collecting, validating, and presenting co-op data to support strategic decision-making and program assessment. 
· Provide guidance and operational support to co-op student staff.
· Contribute to the continuous improvement of co-op processes, communications, and student services through effective administrative support and collaboration with key stakeholders.
Event Support
· Support the planning and execution of co-op and micro-credential events by coordinating room bookings and catering arrangements, booking guest speakers, procuring event materials, and managing logistics. 
· Provide day-of event support, including setup and takedown, registration, facilitation, and event coordination for co-op and micro-credentials.
· Collaborate with internal departments and external partners to ensure events are delivered professionally and aligned with the goals of the event.
· Coordinate educational, networking, and professional development events for co-op students, employer partners, and community stakeholders. 
· Assist with co-op employer engagement initiatives, information sessions, workshops, and networking events designed to strengthen industry partnerships and enhance student employment outcomes.
· Support community outreach and promotional events that increase awareness of micro-credential offerings and future micro-credential opportunities.
· Monitor event registrations, track attendance, and maintain event records to support planning, reporting, and continuous improvement efforts. 

Cross-Departmental Internal Communication
· Coordinate with Admissions, Financial Aid, Scholarships, and Housing throughout the academic year to support student success, address program-related inquiries, and facilitate access to relevant services and resources. 
· Collaborate with Recruitment and Central Communications to develop and execute promotional initiatives, support student recruitment efforts, and enhance awareness of co-op and micro-credentials.
EDUCATION REQUIRED:
· Four (4) year Honours Bachelor’s Degree.
EXPERIENCE/QUALIFICATIONS REQUIRED:
· Two (2) years of experience in outreach, communications, and office administration in fast-paced environments.
· Experience with database management and CRM systems; familiarity with the Student Experience Portal (Orbis) is an asset.
· Strong ability to manage competing priorities, meet deadlines, and collaborate effectively within a team.
· Proficiency in Microsoft Office, Canva, and Adobe Creative Cloud.
· Advanced knowledge of social media platforms, content strategies, analytics, and emerging trends.
· Exceptional organizational and time management skills, with the ability to independently prioritize work and adapt to changing needs.
· Excellent oral and written communication skills.
· Experience with content creation and capturing dynamic content through photography and film. 
· Accuracy and attention to detail in collecting information and preparing documents and reports.
· Creative self-starter with ability to work independently with minimal supervision.
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