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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00264

	Pay Grade:
	8

	Title:
	Communications Officer

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for developing, implementing, and evaluating a strategic communication plan which includes marketing initiatives and incorporating new infrastructure to support the communication activities and enhance the overall profile of the Museum.

	Purpose and Key Functions:
	· Develop, coordinate, and implement work plans and objectives for the communication and promotion of the Museum.

· Develop communication and strategic plans and objectives.

· Provide recommendations on the future development of communication strategy, structure, function, and activity.

· Design, build and update the Museum’s website. Evaluate usability and relevance and make ongoing necessary additions and changes to website content.

· Develop content, design, edit, and maintain the Museum’s social media sites.

· Liaise with media and journalists and arrange interviews between artists, curators, and media.

· Liaise with internal contacts, external partners, community organizations, and other stakeholders.

· Schedule events and coordinate joint promotional activities and publicity opportunities with other departments and community groups.

· Coordinate and communicate content requirements and production deadlines to authors for publications.

· Review graphics, edit images, and make revisions to content and layout.

· Design and execute complete graphical layout for marketing materials used to promote exhibitions and general campaigns.

· Negotiate terms of service with various suppliers, publications, distributors, and designers.

· Develop annual publicity budgets and complete expense reports for events and marketing material expenditures.

· Create financial projections and make adjustments to the marketing budget throughout the fiscal year.

· Write, edit, design, and disseminate communications and marketing materials and in-house exhibition and education publications to a diverse audience in both print and electronic formats.

· Develop and maintain a graphics and video inventory.

· Conduct database, literature, and web searches to locate documents and articles that can be used for reference in marketing tools..

· Update, maintain, and verify information in a variety of spreadsheets and databases.

· Attend and participate in a variety of meetings.

· Remain current with frequent developments in design and graphics software, social media platforms, and trends in the communications field.

	Requirements:
	Bachelor's degree in Marketing or related field of study.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


