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Job Title: 

Event Planning and Communications Coordinator
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Trent University Durham




Supervisor Title: 

Manager, Government & Community Relations
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November 26, 2014


Job Purpose

Reporting to the Manager Government & Community Relations at Trent University,   Durham Campus, the half time position in Event Planning and Communications is responsible for the day to day communications and media interactions in the Durham region, including creating social media and communications plan.  The successful candidate will have responsibility for assisting the Manager Government & Community Relations with all special events held at the Durham campus, contribute media and social media expertise to assist both the Media Relations and Communications Officer and the Marketing & Communications Office Relations with various aspects of publications, marketing materials and e-communications for Trent University Durham. 

Key Activities

1. Provide support to special events.

2. Establish media connections in the Durham region and seek out opportunities for coverage, and create content for producing/coordinating communications material and events in support of the Strategic Marketing & Communications goals for Trent University Durham.
3. Renew and refresh accurate media lists.

4. Prepare editorial content, op ed pieces for faculty and senior administration, and speaking points on issues.

5. Prepare news releases, backgrounders, fact sheets, bios; create and support related internal communication strategies; craft backgrounders, presentations, briefing notes, and proposals. 
6. Create relationships with members of the media in the Durham Region related to Trent’s key focus areas and actively pursue a match for media needs for content and experts with Trent’s faculty, students and alumni.

7. Identify faculty, student and alumni successes, opportunities for commentary on topical issues, features and profiles – and activate use in media relations and marketing/communications materials.

8. Work with the Marketing & Communications web team to contribute to a University-wide Social Media Plan with clear strategies for making connections with media.

9. As a lead on social media content in at the Durham Campus, ensure media prominence and a high level of social media activity through involvement and attendance at high profile Trent Durham events, announcements, occasions and celebrations.

10. Plan, write, oversee writing and edit content for news releases, online news stories, articles and photographic and video content for all types of marketing & communications publications and material.

11. Act as back-up to the Manager Government & Community Relations on emergency communications and Emergency Operations Committee and act on strategies for emergency response, campus closures.

12. Provide support and back-up as required to other communications and marketing functions related to project management, writing and editing both for print and online, social media, internal communications and other administrative duties.

13. Other duties as assigned.

Education Required

Honours University Degree (4 year) with one to three years of experience in Public Relations, Communications or Media, and some experience working with news outlets and/or magazine/trade/online publications. 

Experience Required

1. Experience planning and executing major events. 

2. Interest and appetite for the latest developments in marketing and media as well as experience in integrating social media and online media strategies.

3. Exemplary interpersonal, communications, conflict resolution skills with abilities to build bridges between complex stakeholder groups and individuals.

4. Good writing and editing skills for various media.

5. Well-honed issues management skills.

6. Recognizable and consistent social media presence as well as interest and expertise in new media technologies.

7. Excellent sense of discretion, judgment, tact and diplomacy.

8. Dedication to customer service and a student-centered environment.
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