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Job Purpose

Reporting to the AVP Marketing & Recruitment, the Marketing & Communications Associate will provide marketing expertise and general administrative support to the Marketing & Recruitment portfolio, developing and implementing plans and facilitating excellence in communications for a broad range of clients and purposes within the University.  Typical assignments will include writing, editing and coordinating publications, web and advertising material, liaising with designers, tracking of key performance indicators and budgets, issues management and related speaking points, project coordination, web and portal updates, coordinating collateral material for marketing initiatives, announcements and events; developing briefing and background documents, and administrative support.

Key Activities

General Communications Support







50%
1. Maintain confidentiality with regards to files and sensitive issues, supporting the AVP on communication plans and materials.

2. Liaise with suppliers (e.g. freelancers, printers, sign companies, designers) to ensure deadlines are met.

3. Draft speaking notes, letters, bulletins, articles and news releases for AVP.

4. Post material to portal.

5. Assist with social media content and updates.

6. Provide support to AVP for press conferences, emergency planning and response, University and community events.

7. Support distribution logistics for print and e-newsletters.

8. Provide general administrative support in organizing office, ordering supplies, human resources support, etc.

9. Other duties as assigned.

Marketing & Recruitment, Research and Outreach




30%
1. Together with the AVP, meet with deans, program heads and departments, recording marketing and recruitment objectives and drafting appropriate marketing and recruitment plans for approval.

2. Draft marketing and recruitment material concepts and copy for review by internal clients and approval of AVP. 

3. Liaise with agencies, buyers, designers, producers, photographers, and other suppliers and contractors to facilitate timely delivery of marketing and recruitment material for various campaigns, announcements, initiatives and events.

4. Track all invoices, issuing purchase orders and ensuring regular updates on budget are available for AVP and senior team review. 

5. Coordinate additional contract processes and ad hoc media buys as required for marketing and recruitment initiatives, liaising with media reps, employing budget resources to secure optimum media placement and exposure.

6. Plan reputation publications, write, edit, proofread and coordinate suppliers from concept to completion.

7. Review, revise and release written and production material for publication online/digital, in advertising, promotional material, in print and media. 

8. Provide media relations support, preparation and notes.

9. Participate in team meetings and brainstorming sessions identifying marketing and recruitment opportunities and new approaches to positively position Trent University in building reputation, enrolment and awareness.

10. Provide a high level of general writing support to the AVP.
Administrative & General Support







20%
1. Attend all Strategic Enrolment Management (SEM) meetings, record action items and assist AVP with tracking and follow-up.  

2. Track all Marketing & Recruitment portfolio expenditures, providing regular budget summaries and updates.

3. Work with managers to summarize tracking and reconciliation key performance indicators, media buys.  File copies of placed content/ads. 

4. Update all aspects of the University Reputation Tracking document and provide executive summaries for AVP and committee presentations. 

5. Prepare and issue purchase orders, ensure invoices are correct and process for payment. Record and update budget. Provide quarterly reconciliations of actual to planned expenditures.

6. Manage materials library, assist with photo database, electronic and hard copy department files.

7. Handle inquiries from departments and refer to appropriate colleagues across the portfolio.

8. Schedule and take minutes of department meetings, standing or ad hoc committees.

9. Maintain portfolio filing systems and ensure navigable system where information is easily retrieved.

10. Keep AVP schedule and provide meeting preparation for AVP and management team, attending management team meetings to record action items and track completion and performance.

11. Keep portfolio attendance records and ensure timely submission to Human Resources.

Education Required

University degree (general) or college diploma (three year) in a related field such as Marketing, Journalism, Public Relations.
Experience Required

1. Two to three years of administrative experience.
2. Additional marketing, communications and/or sales experience preferred.
3. Demonstrated strong writing skills and attention to detail. 

4. Strong interpersonal skills.  Articulate and professional.  High customer service orientation.

5. Strong organizational skills.  Able to handle multiple projects with competing deadlines.

6. Resourceful and politely persistent.

7. Able to handle confidential and sensitive information displaying tact and good judgement.
8. Excellent computing skills (Microsoft Office, Word, Excel, e-mail, internet, PowerPoint).
9. Strong budgeting and numeracy skills.

10. Simple design and/or photography skills would be an asset.

11. Extended hours often required to cover events/activities, meeting deadlines, etc.
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