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Job Title: 		Manager, Integrated Content Strategy
Job Number:			X-409 | VIP: 1698			
Band:			EXEMPT-6 (subject to review)				
Department: 		Marketing & Communications				
Supervisor Title: 	Senior Director, Marketing & Communications
Last Reviewed:			To Be Reviewed

JOB PURPOSE:
Reporting to the Senior Director, Marketing & Communications, the Manager, Content Strategy plays a central role in the planning, coordination, and execution of institutional communications, with a primary focus on editorial strategy, brand implementation, and content development. As a member of the Communications management team, the role translates institutional priorities into coordinated communications outputs across channels, ensuring consistency in messaging, storytelling, and brand expression. The position provides leadership in editorial planning, storytelling strategy, brand approach, content oversight and production, and is the primary strategic communications lead for advancement, alumni communications initiatives. The Manager of Content Strategy serves as editor of Trent Magazine and key advancement and donor publications, as well as Trent News, ensuring alignment of content across digital, print, and campaign-based communications. The role also supports the effective coordination of communications work across the University through active involvement in the Integrated Communications Committee. As a key member of Trent’s centralized communications team, the role provides project leadership, coordinates multi-channel initiatives, and supports the delivery of communications priorities tied to reputation, advancement and recruitment.
Key Activities:
Editorial Leadership, Publications & Brand Implementation
· Supports the Senior Director in coordinating communications priorities across the University, aligning projects and outputs with institutional goals and branding.
· Coordinates implementation of brand standards and practice through editorial guidance, tools, and review of content across the University.
· Leads the development and execution of an integrated editorial approach across institutional communications channels.
· Manages editorial direction and production of Trent News, working closely with the Assistant Director, Communications.
· Develops and manages a coordinated editorial calendar aligned with institutional priorities, campaigns, and key initiatives.
· Provides strategic guidance and oversight to ensure alignment of content, messaging, timing, audience, segmentation and engagement objectives across communications channels. 
· Leads the management and coordination of editorial, storytelling, and content strategies that support institutional, advancement, alumni, and campaign priorities.
· Ensures consistency in voice, tone, and messaging across publications, web, and digital channels.
· Translates institutional brand and messaging into clear editorial direction and high-quality content outputs.
· Develops tools and supports for staff and faculty to properly implement the University’s brand identity including logo and name usage, imagery, colour usage and messaging.
· Plays a lead operational role in the Integrated Communications Committee
· Works with faculties and administrative areas to align messaging, timing, and delivery of communications.
Advancement, Alumni & Institutional Content Development
· Participates in Advancement Senior Leadership team and serves as the primary lead for advancement, philanthropy, alumni engagement, and campaign related communications, providing strategic communications planning, editorial direction, content development, and production of key initiatives and signature projects including, editor of Trent Magazine and Trent’s Philanthropy Annual Report, campaign communications and alumni initiatives.  
· Leads the development, with input from communication management team, of integrated communication plans supporting alumni engagement and philanthropy ensuring coordinated messaging across web, email, social media, digital and print channels. 
· Provides strategic communications counsel and communications planning support to Senior Director and alumni, advancement and philanthropy leadership, identifying opportunities to increase audience engagement, visibility, and impact through integrated communication approaches. 
· Provides editorial oversight and content direction for advancement, alumni, and campaign/alumni related properties, working collaboratively with communication management team, digital and communication staff to maintain current, engaging and strategically aligned content. 
· Leads the coordination and execution of communications strategies for pan-University events and priority initiatives, including Convocation, Head of the Trent, Trent Day, and institutional campaigns, ensuring alignment of editorial content, timelines, and outputs across channels and teams.
· Leads communications strategy and content development for advancement, alumni engagement and philanthropic initiatives such annual fund appeals, quarterly donor e-newsletter, major donor proposals, cases for support, Philanthropic Advisory communications materials, and alumni content strategy including email campaigns, social, web initiatives, events, and campaigns etc. 
· Supports AVP Philanthropy and Alumni Engagement in donor and board presentations and speaking notes for events.
· Ensures alignment of storytelling across campaigns, publications, and institutional priorities.
· Provides direction and works collaboratively with advancement communications roles to coordinate messaging and maximize content impact.
· Identifies opportunities to repurpose and extend content across multiple channels and audiences.
Project Management & Delivery
· Works with Senior Director and Communications management team to establish project priorities, allocate resources, and balance competing demands across institutional, advancement, recruitment, and reputation-focused communication initiatives. 
· Leads planning and execution of communications projects, including defining scope, timelines, deliverables, and required resources.
· Manages project team members during project execution to ensure on track and on target to meet goals and timelines; delegating tasks and responsibilities as required.
· Coordinates work across communications, digital, and external partners to ensure timely delivery of high-quality outputs.
· Monitors project progress, manages competing priorities, and identifies risks or gaps in delivery.
· Contributes to reporting on communications outputs and performance as required.
Issues Management & Emergency Communications Support
· Acts as back-up to the Senior Director and Assistant Director, Communications for issues management and emergency communications.
· Supports development of messaging, backgrounders, and communications materials in response to emerging issues.
· Assists in coordinating communications response during urgent or sensitive situations, as required.
· Accesses, synthesizes, and manages confidential information with discretion in support of communications planning and response.
Operations & Administration
· Supports management of Communications budget in partnership with the Senior Director, including tracking expenditures, monitoring allocations, and annual budget planning.
· Works with Assistant Directors and team leads to assign, monitor, and reconcile budgets across communications projects and priorities.
· Contributes to annual integrated communication and digital planning, and resource allocation processes, helping identify priorities, project requirements, and workload considerations across teams. 
· Ensures communications projects and initiatives are delivered on time and within budget, identifying risks and recommending adjustments as needed.
· Prepares and tracks procurement processes, including RFPs, RFQs, and vendor coordination, in alignment with University policies.
· Oversees relationships with external suppliers, freelancers, and contractors, ensuring quality, timelines, and deliverables are met.
· Participates in committees, including the Integrated Communications Committee, and supports follow-up, coordination, and implementation of actions.
· Oversees the professional image and overall functioning of the Communications Office, including the organization of various information, electronic and hard copy files, data, etc.
· Supports special events and other duties as prioritized by the Marketing & Communications Office.
· Sets formal and informal office policies and procedures, ensuring tasks are completed within deadlines.
Education Required:
· University Degree (Honours) is required. PMP certification an asset. 
Experience/Qualifications Required:
· Seven (7) years of related and progressively responsible experience, preferably within a complex or multi-stakeholder organization.
· Superior project management skills, including planning, prioritizing, and delivering multiple concurrent projects with competing timelines and diverse stakeholders
· Demonstrated experience in editorial leadership and content development, including planning, writing, editing, and overseeing production of high-quality publications or institutional content.
· Superior writing, editing, and storytelling skills, with a strong understanding of audience, tone, and message alignment.
· Proven ability to develop and manage and coordinate content across multiple channels, including digital, print, and social media.
· Demonstrated ability to work as part of a team, collaborate across departments and build effective working relationships with a wide range of stakeholders, including academic and administrative units.
· Strong leadership and organizational skills, with the ability to manage detail while maintaining a strategic view of communications priorities.
· Ability to exercise sound judgment, discretion, and confidentiality, particularly when working with sensitive or institutional information.
· Results-oriented, reliable, and able to work under pressure, handling a fast-paced environment with shifting priorities; able to adapt to emerging demands and competing deadlines.
· Proficiency with digital content platforms and tools, including content management systems, social media platforms, and basic analytics tools.
· Experience managing or supporting budgets, financial tracking, and resource allocation within a project-based environment; demonstrated ability to coordinate budgets across multiple projects or teams, ensuring alignment with priorities and timelines.
· Resilient and able to deal with a hectic, fast-paced environment.
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