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Job Title: 		Assistant Director, Communications 
Job Number:			X-312 | VIP: 1081			
Band:			EXEMPT-8						
Department: 			Marketing & Communications					
Supervisor Title: 	Senior Director, Marketing & Communications
Last Reviewed:			April 26, 2023

JOB PURPOSE:
Reporting to the Senior Director, Marketing & Communications, the Assistant Director, Communications provides leadership in institutional communications, with responsibility for media relations, issues management, executive communications, and reputation-focused initiatives. The Assistant Director leads the development and execution of communications strategies that support the President, Vice-Presidents, and senior leadership, ensuring coordinated, accurate, and effective communications across high-profile initiatives and external engagement. Working closely with the Senior Director, the Assistant Director contributes to the planning and prioritization of communications activities across the University, while leading the Communications team in delivering media relations, research communications, and institutional messaging that strengthens the University’s reputation and profile.
Key Activities:
Media Relations & Reputation
· Lead the University’s media relations strategy, leveraging traditional media, new media news engines and social media to build profile and awareness of Trent, with an eye to supporting enrolment goals of the portfolio and the University.
· Actively monitor local, regional, and national issues; identify opportunities that relate to Trent’s areas of expertise; and proactively engage Trent faculty to provide comment in media, participate on panels and profile Trent’s work. 
· Oversee, coordinate, and write media releases, statements, materials and pitches to local, regional, national, and international media, ensuring alignment with institutional messaging and priorities.
· Build and maintain relationships with media, sector partners, and external stakeholders.
· Provide oversight to Communications & Media Relations Officers on all media inquiries and relationships.
· Maintain and advantage robust media experts database.
· Lead reputation-focused communications initiatives, including promotion of research, faculty expertise, and institutional priorities.
· Monitor and report on reputation indicators, including rankings, media performance, and external perception.
· Provide guidance on positioning, tone, and messaging to ensure alignment with institutional brand and communications priorities.
Executive Communications & Issues Management 
· Act as back up to the Senior Director on emergency communications and Emergency Operations Committee
· Act on strategies and provide communications support for all urgent, emergency and high-profile response events, including campus closures
· Participate in emergency planning and response structures, including EOCG as required
· Lead communications support for the President, Vice-Presidents, and senior leadership
· Develop speaking points, key messages, briefing notes, backgrounders, and strategic communications plans
· Identify, assess, and respond to emerging issues and reputational risks
· Lead development and execution of communications strategies for sensitive or high‑risk situations
· Provide strategic advice and recommendations to the Senior Director and senior leadership on issues and reputational considerations
· Maintain confidentiality with regards to files and sensitive issues.
Integrated Communications & Institutional Coordination
· Work closely with the Communications Project Manager to align editorial content, publications, and messaging with communications, media and reputation priorities
· Lead communications planning and execution for high-profile institutional events and announcements, including Convocation, Head of the Trent, and other pan‑University initiatives, ensuring alignment with institutional messaging, media strategy, and external engagement
· Lead relationships with internal University clients, recording communications and media objectives and drafting appropriate marketing and communications plans and materials for approval.
· Support integrated communications planning across recruitment, reputation, and advancement initiatives
· Act as lead communications liaison to Office of Research, coordinating communications and media relations opportunities 
· Participate in team meetings and brainstorming sessions identifying marketing opportunities and new approaches to positively position Trent University in building reputation and awareness.
· Provide a high level of general writing support to the Director in all areas, particularly with PVP and Trent leadership.
· Act as key member of the Integrated Communications Committee and contribute to alignment of communications activity across the University
· Oversee various marketing collateral material from concept to completion such as videos, podcasts, brochures, reports, , e-communications, web and social media content, etc.
Team Leadership
· Participate as a leader within the management team of the Communications & Enrolment portfolio.
· Monitor and report on communications performance, including media coverage and reputation indicators
· Supervise and manage Communications Officers, and a growing number of support staff roles to ensure high quality marketing & communications practices and content. 
· Oversee team workflow, triage requests, and allocate resources to support priority initiatives
· Provide regular coaching and feedback and conducts annual performance appraisals for Communications staff.
· Manage freelance writers and designers, overseeing all content development for use in publications, online, etc.
· Manage and triage both internal and external inquiries and initiate appropriate responses through plans, assigning and tracking work through to completion and measurement when appropriate.
· Keep departmental KPIs and coordinate reports for Director.
Education Required:
· Honours Bachelor’s Degree (4 year).
· Marketing, Communications, English, Journalism or related field would be considered an asset.
Experience/Qualifications Required:
· Seven (7) years of progressively responsible experience in communications, media relations, public affairs, or a related field, preferably within a complex or multi-stakeholder organization
· Demonstrated experience leading media relations and issues management, including responding to high-profile or sensitive situations
· Strong leadership, planning and team-building skills.
· Demonstrated leadership and experience supervising and developing staff in a communications environment
· Superior writing and communication skills and attention to detail. 
· Strong interpersonal and relationship-building skills, with the ability to work effectively and with discretion across departments and with senior stakeholders
· Experience working in high-pressure, fast-paced environments, managing competing priorities and responding to evolving issues.
· Able to handle confidential and sensitive information displaying tact and good judgement.
· Excellent computing (Microsoft Office, Word, Excel, e-mail, internet, PowerPoint, Mac and PC) and project management skills.
· Strong budgeting and numeracy skills.
· Extended hours are often required to cover events/activities, meet deadlines, etc.
Supervision:
· Communications & Media Relations Officer
· Communications Officer & Advancement Writer
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