Job Posting for Temporary, Casual or Interim Position

	Job Title
	Communications Assistant

	Interim Job Code
	INT003


	Pay Grid
	Temporary

	Student Work Program Job Code
	WPS003
	Pay Grade
	Level 2



Department, Unit or Project Description:

	Provide relevant background that will help the applicant understand how the job fits in your area and the context within which it operates. 





Job Summary:

	Provide support in print and electronic media technologies to promote marketing and communication for a program or department.



Accountabilities:

	1. Contribute to internal communications projects, including updating content for websites, e-newsletters, print publications, video production.

2. Assist program/department staff to plan, coordinate, and implement various communication projects.
3. Assist in the research, development and maintenance of communication content.
4. Collect, draft and write content utilizing provided templates for communication related activities. 

5. Compile data detailing the use of social media platforms, web traffic, media coverage and other communication related activities.




Qualifications:

	Education: Community college diploma or equivalent, or enrolment in relevant university program.
Experience: Experience working and programming various Web and Social Media platforms.



Assets:

	State the skills and/or knowledge that a successful candidate would possess. 



Additional Information:
	State any additional information pertinent to the role.  This section should not include any Accountabilities outside the scope of what is listed above. 
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