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Job Purpose

The Associate Vice-President, Communications & Recruitment is responsible for the broad-scale marketing of Trent University to build reputation and profile, develop the institutional brand, and drive enrolment and other strategic initiatives reflecting institutional goals and objectives. Reporting to the President, the Associate Vice-President provides pan-institutional leadership on all aspects of the University’s brand identity, issues management, effective marketing and communications, recruitment and admissions practices across the institution. Providing strategic direction on the management of issues and public affairs, the AVP plays a key leadership role for crisis communications planning and response. The AVP acts as an agent of innovation and change at the University keeping recruitment priorities front and centre and leading a team of marketing & communications, recruitment & admissions directors and managers with a view to enhancing and protecting reputation, driving innovation and partnerships, and contributing to the long-term sustainability of the institution at both its Peterborough and Durham-GTA Campuses.  

Key Activities

Direct Operations and Administration

1. Provide direction for effective management of daily activities and operations of Marketing & Communications, Recruitment & Admissions departments.
2. Oversee Marketing & Recruitment management team to establish and maintain high and consistent level of service and responsiveness to the various and diverse groups these departments serve both internally and externally.

3. Directly supervise Director, Recruitment and Admissions; Manager, Communications; and Manager, Digital Marketing and through them provide oversight and motivation for the portfolio in the range of 30 employees. 

4. Develop processes and policies to ensure sustainable and effective operations that consistently respond to changing trends and meet targets.
5. Oversee budget at the broadest level to ensure strategic use of funds to achieve enrollment goals, create new revenue streams, and provide clear, transparent financial reporting.

6. Ensure plan for staff training, professional development, team building and learning opportunities. 
Oversee Reputation, University Brand and Profile Building;

1. Develop an annual plan for institutional brand position and development to increase national and international awareness of Trent University.
2. Oversee development of integrated strategic marketing & recruitment plan to define advertising and media buying agencies and develop goals and strategies for effective multi-media marketing campaigns to achieve institution-wide objectives. 
3. Oversee brand implementation across both campuses, ensuring Trent brand is strong, visible, understood and adopted consistently across the University and is the anchor point for all internal and external communications.

4. Manage the development of standards, tools and support for staff and faculty throughout Trent to properly implement the University’s brand identity including logo and name usage, imagery, colour usage and wording.

5. Initiate market research and ensure all plans are based on a sound knowledge of the competitive market and target audience through new research, and analysis of existing primary and secondary sources.
6. Actively monitor local, regional and national issues and opportunities that relate to Trent’s areas of expertise, and proactively engage Trent faculty to provide comment, participate on panels and profile Trent’s work.
7. Identify issues that may affect Trent’s reputation and develop plans, provide advice and monitor ongoing risks and opportunities, providing reports to the President, Vice-Presidents and, when required, Board of Governors.

8. Present key performance indicators as identified in the plan and make adjustments as required throughout the marketing cycle. Provide a final report on the implementation of the marketing plan, KPIs/ benchmarks, successes, areas for improvement, and use of budgets. Conduct market research to further refine measures of success and identify areas for adjustment in planning and messaging.
9. Represent the University’s recruitment, public affairs marketing/communications interests at various sector associations and groups nationally and internationally (Universities Canada, COU, OUAC, AACRAO etc.).

10. Maintain and communicate a thorough knowledge of Trent University, its history, structure, current activities, programs and envisioned future- and ensure that these values, tenets and objectives are reflected in the University’s marketing plan.
11. Provide leadership in ensuring compliance with AODA and privacy standards in all marketing and communications as essential to brand.


Pan-Institutional Marketing & Communications;

1. Oversee plan and ensure quality execution of program-based and departmental marketing and communications, as well as special projects e.g. presidential initiatives, large-scale fundraising campaign marketing plans, research communications, etc. 
2. Maintain the most current and leading-edge knowledge and understanding of marketing, media and communications (e.g. best practices in social media) and lead the development of tools and formats to share this knowledge across the University. Facilitate implementation of tools and structures to build relationships and share learning with those throughout the University in roles with communications focus e.g. athletics. 
3. Develop and nurture a strong customer-focused team and lead formal and informal surveys to assess internal needs and satisfaction with services.
4. Lead productive collaborations with IT Department leadership and ensure successful cross-functional team approach and partnership on the pan-departmental web and digital-based projects and other joint initiatives.

5. Provide reports to the University community on efficacy of marketing, advertising, external and internal communications initiatives.
Media Relations

Provide advice to guide the University’s response to sensitive inquiries from international, national, regional, local media. 

1. Oversee creation of annual media relations plan as related to institutional goals and recruitment/marketing plans. 

2. Serve as a spokesperson, develop key messages and Q&As, identify and prepare alternate spokespersons.  
3. Ensure daily media monitoring to advise senior managers on latest trends/issues. 
4. Work with Communications Manager to identify opportunities to extend the University’s reputation in media. 
5. Oversee plan and adapt to daily opportunities to boost awareness levels of Trent by promoting good news stories and key messages about teaching and research excellence, funding awards, alumni and philanthropic accomplishments, and government investments, etc. Co-ordinate the issuing of official media releases and advisories including Board of Governors announcements. 
6. Work with Communications Manager to organize media conferences, briefings and photo opportunities. 
7. Ensure oversight of the department’s initiatives to capitalize on existing and emerging Social Media tools to extend awareness of the Trent brand.  

Recruitment & Admissions Leadership;

1. Responsible for the recruitment and admissions of all domestic students through leadership of Recruitment & Admissions management team.
2. Participate as a leader within the Strategic Enrollment Committee (SEM) 
3. Lead the Marketing & Communications, Recruitment & Admissions teams in the creation and implementation of an integrated strategic marketing-recruitment plan.
4. Act as an agent of change within the institution to advance understanding of and engagement in recruitment and admissions initiatives and new opportunities.
5. Set management team goals related to recruitment goals; ensure segmented targets; track and ensure performance to meet enrollment targets.
6. Provide regular reports to the President and Vice-Presidents Group, SEM and senior academics/administration and Board of Governors and Board committees as required regarding integrated marketing, recruitment and admissions plan status, opportunities and risks.
7. Ensure execution of strategies and production of material to achieve institutional enrolment objectives.

8. Lead discussions and participate in meetings that can help to drive partnerships and other innovations in program delivery in-class and online.
9. Summarize measures and final reports for updates to the President and Board of Governors.

10. Work in tandem with AVP International to ensure alignment of recruitment priorities and brand identity with a view to success in internationalization 
Issues Management, Public Affairs and Emergency Preparedness

Issues Management: Serve as the ‘go to’ issues management advisor to the Board of Governors, President’s Office, PVP, SMC, and other management groups.  Develop framework, strategies, key messages and background materials.  Scan the environment to identify and monitor emerging trends/issues/projects/policy changes, interest group activity, threats to the University’s reputation, and opportunities.  Interact with senior administrators to develop position statements and plans to enhance and extend Trent’s reputation.  Develop strategy to manage the University’s response to difficult media, public inquiries and issues.   Interact with University partners to identify opportunities to create partnerships with common objectives.   Identify opportunities to secure new revenues in support of the University’s Mission and Strategic Directions, as well as ancillary operations.  Serve on pan-University committees as appropriate to provide issues management and media relations advice.

1. Act as a spokesperson for the organization when appropriate.

2. Select and coach spokespersons (primarily PVP) on specific issues as they relate to their portfolios

3. Oversee expert organization of media conferences, briefings and photo opportunities.

4. Conduct daily media monitoring and scan the environment for threats, issues, policy changes, interest group activity etc., develop strategy and provide advice and recommendations to senior management. 

5. Arrange for media relations training for senior University leadership to ensure effectiveness of spokespersons.

6. Support management across the University in preparing for and responding to routine media inquiries.

7. Ensure prompt and effective response to public inquiries.

Crisis and Emergency Communications:

Plan and implement crisis communication and emergency strategies in collaboration with the Director, Risk Management, including Emergency Management Plan, Emergency Closing Procedures, Epidemic and Pandemic Response Plan, Student Death Protocol, etc..  Serve as a member of the Emergency Planning Committee.  Plan emergency simulation exercises as required.  Interact with communication leads in municipal emergency services.  Co-ordinate media communications for emergencies and interruptions to regular operations.  Interact with Associate Vice President, Students and Director, Risk Management on tragic events and criminal investigations, as required.
8. Lead development of Emergency / Crisis Communications Plan. 

9. Participate in Emergency Planning Group to ensure institutional preparedness for crises and emergencies. Be prepared to participate as “Emergency Information Director” in Emergency Operations Control Group (EOCG). 

10. Liaise with communication leads in municipal emergency services. 
11. Regularly review emergency communications plan and ensure M&C team trained and ready to implement.

12. Work with EOCG, Director Risk Management, AVP Facilities Management and AVP Students on tragic events, campus issues and criminal investigations as required.

13. Advise Board, President and Vice-Presidents on spokesperson selection, responses to media and messaging across all communications platforms on sensitive issues/emergencies.

Public Affairs, Government and Community Relations
Work with PVP and Executive Advisor to the President on government relations and public affairs and members of the Board when required on files to assist in positioning the University for success on key files, funding proposals, and strategic submissions. 
1. Provide oversight with regard to positioning the University with key government officials and partners 

2. Oversee creation of materials for use in meetings, proposals, key submissions

3. Provide guidance on speaking points

4. Advise on backgrounder content 

5. Facilitate access to key digital assets for marketing ot and communications with government and partners
6. Attend meetings with government and partners, individuals and community groups as required for public affairs, marketing and communications oversight in strategic initiatives 

7. Act as a senior management representative or delegate at various meetings or community events as required. 

Internal Communications;

1. Lead development, review and constantly improvement of methods for delivery of internal communications throughout the University, including use of multiple media, improving readership and sense of pride in the University amongst students, staff, faculty and alumni. 

2. Oversee distribution of brand standards and work with management to build understanding and knowledge of employee communications best practices.

3. Liaise with PVP and Senior Management Committee to develop strategies that encourage staff and faculty to view and respond to messages on a timely basis.
Staff Development;

1. Ensure the completion, distribution and understanding of an annual operational plan, institution-wide marketing/recruitment plan and associated budget.
2. Provide supervision to directors and management staff, including permanent and contract/ temporary staff.

3. Manage recruitment, for these positions, training, coaching, performance tracking, reviews and professional development.

4. Provide parameters for the hiring, retention and use of contractors, consultants or suppliers in Marketing & Communications, Recruitment & Admissions.

5. Provide leadership in promotion and adherence to all AODA, CASL, Health and Safety, Institutional and Human Resources Policies.

Participate as leader in the Senior Management Group;

1. Attend meetings of PVP on as-requested basis (recruitment updates, issues management, special initiatives, announcements etc.)
2. Participate in annual retreats and planning exercises.
3. Build effective, collaborative relationships with senior management colleagues, seeking opportunities for internal collaboration and efficient use of resources.
4. Ensure effective use of institutional and departmental budgets and proper procurement practices.


Analytical Reasoning
· Complex issues, which may never have arisen before, require an immediate response considering multiple stakeholders. Must be able to quickly process information, consider pros and cons of various options, and decide on best course of action – often in a changing, high risk/impact environment. 

· Ability to conceptualize strategic marketing, recruitment and communication plans in a collaborative working environment with ambiguity and cross-functional teams
· Ability to adapt to new and changing conditions and challenges – and alter plans accordingly to ensure positive outcomes for the institution.
· Work requires highly developed reasoning and creative problem-solving skills to develop effective communication tools in a highly competitive environment, to address service needs that exceed departmental resources and to encourage adoption and use of centralized brand tools in a highly decentralized environment.

· Must daily decide on the value and relevance of many pieces of data and information and decide how to deal with them.

Decision Making

· Must be relied upon to make decisions and provide good advice to the President, senior administration and faculty, on important and sensitive issues, without the guidance and/or approval of the President VP. E.g. Senior administrator seeks advice on how to deal with an urgent, high profile, inflammatory issue with potential for impact in the media.

· Decisions require high level planning and coordination of interdependent groups and activities:  the employee receives general guidance only, at the broadest level, on complex, multi-faceted assignments, with responsibility for all planning of work, formulation of strategies, program direction, and work plans, limited only by broad policy.  Many decisions are made without reference to superiors or require senior level consultation and collaboration where the long-term impact to the sustainability or image of the University, programs or significant resources are involved. 

Impact

· Oversight of enrollment management has the potential for university-wide impact on financial sustainability and long-term institutional viability. (e.g. Determining best approach to addressing shortfalls in application targets)

· Issues management has direct impact on the reputation of the University e.g. deciding how to respond to a media inquiry on a negative issue (e.g. don’t respond, who will answer questions, developing key messages etc.) can determine the outcome of the news story and its impact on the University’s reputation.

· Impact on the organization is significant and long term.  Poor decisions may have negative effects on revenue, reputation, relations with sector associations, faculty and staff groups, the student body, external stakeholders, or the broader community.  It is likely that errors especially in the public domain, will have a substantial negative impact on the University’s public reputation.eg publications with incorrect information can damage the University’s reputation; effective marketing materials can have a direct impact on applications and potential for increased enrolment

· The website is the University’s primary means of communication and recruitment. Errors or loss of functionality can have wide ranging reputational and financial impacts

Education Required

Honours University Degree (4 year) required. Related professional designation an asset. 

Experience Required

1. Minimum 12 years’ experience in senior marketing and communications, recruitment and admissions role, preferably at the director or AVP level with a large public sector organization, corporation, educational or agency.

2. Outstanding management, leadership, business, marketing, and communication and writing skills at an advanced university level.

3. Demonstrated success in creating, implementing and measuring marketing & recruitment/business plans as well as successful use of market research to accomplish organizational goals.

4. Experience in strategic planning and facilitation, objective-setting, budget development and monitoring.

5. Knowledge of a broad range of media, web/digital, social media and communications best-practices.

6. Excellent judgement; diplomatic and tactful. Must manage highly confidential and sensitive information.

7. Calm under pressure, able to manage multiple priorities and frequent interruptions and highly stressful situations.

8. Creative, resourceful and innovative.

9. Committed to superior customer service and delivering high quality projects.

10. Proven ability to manage and lead a team.

11. Knowledge and experience with post-secondary recruitment and admissions strategies, practices, terms, and measurements.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Supervise directors/management staff, including permanent and contract, temporary and students.

· Manage recruitment for these positions, training and performance tracking, reviews and professional development.

· Provide parameters for the hiring, retention and use of contractors, consultants or suppliers in Marketing & Communications, Recruitment & Admissions
· Manager, Communications 






· Manager, Digital Marketing






· Director, Recruitment & Admissions
Communication

Internal:
To provide advice, gather information, secure involvement, seek input:


· President & Vice Presidents 

· Board Chair and Committees
· PPG, Deans

· Faculty chairs

· Directors, Management and staff

· Students

· Student media

· Alumni leadership and alumni

Faculty: marketing and recruitment priorities, media opportunities, information required 

SEM committee, President, VPs, AVPs, Deans, Graduate Studies, TIP: recruitment and retention priorities

Directors and Managers (extended management and management group): recruitment and retention priorities, budgets and outcomes, brand standards and AODA

Staff members

Students, to secure participation, gather information

Student media, to respond to inquiries

External:

· Community and business leaders

· Media: publishers, executives, editors and reporters 

· Various public and private sector organizations: recruitment and communication leads 

· Owner/Principal: Advertising Agency 

· Owners/Principals: local and regional printers, video companies, web/technology experts, designers, writers

· Local groups and organizations (e.g. Women’s Business Network, United Way, etc.)

· Sector associations: COU, Universities Canada, OUAC, AROUC, AACRAO 
Motor/ Sensory Skills

· Small motor skills - computer, phone, smartphone

· Dexterity/coordinated movement - operate technology & equipment, drive to meetings

· Medium/large motor skills - set up presentations, displays, A/V equipment

· Hearing, speech - complex communication


· Sight - read, review written and audio/visual material
Effort

Mental:
· Ongoing visual demand - reading, writing: constant flow of and response to information 

· Ongoing mental demand - conceptual thinking: sustained attention to conflicting and urgent demands; reasoning, calculations, creativity and accuracy under pressure

· Ongoing stress and pressure - problem-solving: immediate response to emergencies/changing priorities, high level of analytical reasoning, parsing of data and facts, implications and possible outcomes; phone calls, visits, advice: frequent interruptions to workflow and concentration; 24/7 nature of communications component
· Work takes place on and off-site
Physical:
· Motionless for long periods - meetings/desk work: deadlines and volume of work require sitting at meetings/computer/desk for several hours at a time; long periods of sustained concentration & overtime; email volume 

· Small amounts of walking, standing - to events, meetings, presentations
· Travel to various meetings, training and conferences  in other cities 
Working Conditions
Physical:
· Fatigue - Manages a consistently high volume of work, often after hours

· Lifting - Occasionally assists in transportation of materials e.g. AV equipment, boxes of brochures, event/display material


Psychological:
· Stress - Difficult, complex and rapidly changing situations that can have significant repercussions if not managed well. multiple, conflicting priorities and deadlines; steady stream of complex information requiring analysis, response or delegation; regular interruptions due to media calls, staff needs, last minute requests/advice for other depts., criticism/challenges from university community/media; lack of control over pace of work

· Scrutiny - Difficult, complex and rapidly changing situations that can have public repercussions if not managed well.
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