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Job Title: 			Communications Officer, Advancement	 
Job Number:			X-329 | VIP: 1130			
Band:			EXEMPT-5 (subject to review)				
Department: 			Marketing & Communications				
Supervisor Title: 		Assistant Director, Communications 
Last Reviewed:			July 6, 2026

JOB PURPOSE:
Reporting to the Assistant Director, Communications, the Advancement Communications Officer is responsible for developing high-quality written communications in support of alumni engagement, philanthropy, and institutional priorities. The role serves as the primary writer for philanthropy and alumni communications, developing compelling, audience-focused content that supports fundraising, donor engagement, and alumni relations. This includes proposals, impact stories, appeals, and campaign materials aligned with the University’s advancement priorities. As part of the centralized Communications team, the Communications Officer contributes to broader institutional communications, supporting strategic priorities including reputation, enrolment, and advancement. The role works closely with the Manager, Integrated Content Strategy to align editorial direction and content planning, and with colleagues across Advancement and Communications to ensure coordinated, consistent messaging.
Key Activities:
Philanthropy & Alumni Communications
· Serve as lead writer for philanthropy, campaign, and alumni communications, developing compelling and persuasive content across a range of formats
· Prepare materials for internal and external audiences, including prospective and current donors, alumni, volunteers, senior leadership, and community members
· Develop content including proposals, campaign appeals, donor impact reports, speaking notes, articles, event materials, and alumni communications
· Support the development and implementation of communications plans that advance philanthropic and alumni engagement goals
· Ensure all communications reflect institutional priorities, campaign objectives, and donor-focused messaging
· Support media relations related to philanthropy, alumni, and advancement initiatives, including drafting media releases, announcements, and supporting materials for donor gifts and campaign milestones
· Work closely with the Assistant Director to coordinate messaging and materials for media engagement, ensuring alignment with institutional priorities and reputational considerations
· Assist in identifying and developing media and storytelling opportunities that highlight donor impact, alumni success, and advancement initiatives
· Support the development and implementation of affinity program marketing strategies for alumni
· With support of Assistant Director, plan, draft content and project manage e-newsletters for alumni and donors such as Philanthropy Matters.
Editorial Content & Publications
· Contribute written content for institutional publications, including Trent Magazine, Philanthropy Annual Report, Alumni and Donor newsletters, Trent News, and other communications channels
· Develop feature stories, profiles, and donor impact content highlighting alumni, donors, and philanthropic initiatives
· Support the development and execution of communications for pan‑University events and priority initiatives, including Convocation, Head of the Trent, and other institutional events, through development of written materials, messaging, and campaign content
· Work closely with the Manager, Integrated Content Strategy to align content with editorial priorities, institutional messaging, and brand standards
· Research, write, and edit stories that highlight alumni, donors, faculty, research, and institutional initiatives
· Coordinate with subject matter experts, faculty, and stakeholders to develop accurate, engaging content
· Ensure consistency in tone, voice, and quality across all written materials
· Develop written content for digital channels, including web, email, and social platforms, in collaboration with digital and communications teams; Ensure content is optimized and adapted for different platforms and audiences
· Work in collaboration with digital communications roles responsible for channel execution, platform management, and analytics
· Implement creative approaches to integrate and synergize written and digital content, including the use of web, video, and social media.
Issues Management & Administration 
· Deal with highly confidential and sensitive information related to Alumni profiles, donor gifts, agreements and support from the highest levels of donors, including Board of Governors, senior administration, senior volunteers, faculty and staff, alumni and the community
· Support development of communication materials for sensitive and/or high-profile initiatives as required.
Education Required:
· University Degree (Honours) 
· A Trent University Degree is considered an asset. 
Experience/Qualifications Required:
· Four (4) years’ relevant and progressive work experience in communications planning, writing, editing, audio-visual and material design and production, with a proven track record of creating compelling, persuasive, and attractive individualized and corporate communications for target audiences. 
· Demonstrated excellence in writing, editing, and storytelling, particularly for donor, alumni, or engagement audiences
· Proven ability to develop persuasive, audience-focused content, including proposals, appeals, profiles, and campaign materials
· Experience working in education and/or in the charitable sector preferred.
· Ability to create inspiring and high-quality alumni and fundraising communications: profiles, proposals, annual appeals, campaign impact reports, etc.
· Demonstrated knowledge and experience in understanding and marketing to target audiences.
· Experience in proof-reading, editing and in managing publication projects.
· Intermediate-level skills and experience, or demonstrated aptitude, in design and layout, photography and video production are essential.
· Strong project management skills, and ability to manage multiple projects simultaneously. 
· Experience and competence in meeting deadlines, and able to work well in a fast paced, dynamic environment.
· Ability to exercise discretion, diplomacy, tact and appropriate judgement with sensitive situations and information.
· Strong sense of issues management, and an understanding of complex stakeholder groups and diverse audiences.
· Excellent interpersonal strengths, conceptual skills, and the ability to collaborate creatively with others.
· Excellent customer service approach.
· Ability to collaborate across teams and contribute to integrated communications planning.
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