Job Posting for Temporary, Casual or Interim Position

	Job Title
	Marketing and Communications Associate

	Interim Job Code
	INT129
	Pay Grid
	Temporary

	Student Work Program Job Code
	WPS129
	Pay Grade
	Level 3



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 to develop, implement and evaluate various marketing and communication initiatives.


Accountabilities:

	1. Develop, implement and fulfill traditional and digital marketing initiatives.

2. Coordinate marketing material deployments with vendors. 

3. Implement all social media initiatives for the department. 

4. Manage department’s CRM, ensuring content is accurate and up-to-date. 

5. Identify new business opportunities and support efforts to secure new clients/business. 

6. Maintain participant satisfaction database and draw insights from data to make recommendations on future programming. 

7. Conduct research to identify tools, platforms, applications and systems that can streamline and improve existing operating procedures, systems and communications. Make recommendations as appropriate. 

8. Provide departmental support in preparation for programming days.



Qualifications:

	Education: Completed relevant College or University program. 

Experience: Experience in developing and executing marketing and/or communications initiatives.


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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