
 
 

Job Title : Director, Recruitment and Communications 

Competition Number : 28-2017 

Administrative Unit : Recruitment and Communications Services  

Immediate Supervisor : Vice-rector, Academic and Research 

Job Type :  Regular – Full Time 

Work Schedule : 35 hours per week 

Start Date : July 2017 

 
Saint Paul University (1848) is the founding college of the University of Ottawa, with which it has 
maintained a federated relationship since 1965. Bilingual and on a human scale, it has nearly 
1,000 students. It offers programs in: social communication, counseling and psychotherapy, 
canon law, public ethics, conflict studies, philosophy, theology, human relations, transformative 
leadership and social innovation. Saint Paul University offers an environment conducive to 
professional growth and competitive benefits. 
 
Summary 

Under the authority of the Vice-rector, Academic and Research, the successful candidate takes 
on the responsibility of developing the overall strategy for the recruitment of students and 
communications for Saint Paul University. He/she advances the University’s objectives by 
increasing its visibility, strengthening relationships on and off campus, and creating strategic 
partnerships.  
 
The incumbent plans, organizes, leads, reviews and evaluates the activities of the services 
dedicated to recruitment, communications, advertising, marketing, public relations and branding. 
He/she recommends communications and marketing strategies and approaches, helps to 
develop networks of contacts, and leads and evaluates market studies and their results. As the 
person responsible for maintaining the University’s brand, he/she reviews and evaluates the 
brand design and development. He/she maintains links with the Office of Admission, Registrar 
and Student Services to ensure that activities complement each other, collaborates on activities 
related to alumni and development, and works with the International Office, ensuring that they 
are aligned with the University’s objectives. 
 
Key responsibilities 

Recruitment (50%) 

 Based on student recruitment objectives, plan, organize, lead, review and evaluate the 
annual global marketing strategies regarding directions for the University’s recruitment and 
communications campaigns in cooperation with the services and faculties, and lead the 
implementation of these campaigns; 

 Develop, organize and support, in cooperation with the faculties, targeted marketing plans 
as part of the launching of new programs; 



 Create development strategies for the brand and marketing of the various administrative 
units; 

 Establish and manage the budget allocated to Recruitment and Communications Services; 

 Take part in the development and dissemination of various promotional products and tools; 

 Serve as an advisor for members of the University community regarding marketing and 
communications strategies; 

 Determine priorities and work schedules for all activities of Recruitment and 
Communications Services. 

 
Communications and media (30%) 

 Plan, organize, lead, review and evaluate communications strategies and approaches that 
are aligned with the University’s overall strategic communications; 

 Develop, in cooperation with the faculties, targeted communications plans for the launching 
of new programs; 

 Develop communications plans and communications and promotions methods to support 
the University for special initiatives and events; 

 Develop media relations programs; 

 Develop policies regarding the dissemination of information; 

 Develop priorities and work schedules for all communications activities; 

 Set and manage the budget allocated for communications; 

 Develop and coordinate the production of promotional and advertising materials; 

 Serve as an advisor for members of the University community on communications and 
communications strategies; 

 Serve as a spokesperson for the University, makes contact with and form close ties with 
educational institutions and government agencies in order to promote the programs offered 
at the University as well as its research projects and achievements; 

 Be responsible for the University’s Intranet; 

 Direct, coordinate and participate in internal committees, project teams and working groups 
in order to develop communications strategies, plans and methods; 

 Lead the planning, organization and implementation of media events, on and off campus;  

 Develop and maintain contact with media representatives; 

 Serve as an advisor for media action plans for large-scale projects; 

 Present new communications concepts and options regarding new technologies; 

 Coordinate the promotion of events, conferences, lectures, and honoured professors and 
students with the media and the general public. 

 
Special events (10%)  

 Seek out large-scale events to be held in dedicated spaces at the University; 

 Ensure maximum visibility for the University by taking advantage of all opportunities to 
disseminate information related to the University’s objectives, activities and achievements, 
and promote them to various groups, internally and externally; 

 Serve as official spokesperson for the University for large-scale events; 

 Serve as a public relations advisor for members of the University community as part of 
organizing various events and activities as well as public relations strategies; 

 Develop priorities and work schedules for all public relations activities. 
 
Staff management (10%) 

 Hire, manage, train, evaluate and oversee the development of staff under his/her 
supervision;  

 Write and revise job descriptions; 

 Assign projects and set priorities for the staff of Recruitment and Communications Services. 
 
 



 
 
 
 
Education, Experience and Knowledge 

 Bachelor’s degree with specialization in communications, marketing, business administration 
or a related field; 

 Ten years’ experience in the fields of communications, marketing and organizing events, 
promotion and media relations; 

 Experience in managing administrative resources and management, supervision and staff 
orientation; 

 Experience in planning advertising and implementing advertising plans; 

 Experience in project management; 

 Experience in doing presentations in public in both official languages; 

 Experience in media relations; 

 Vast experience in the production of written and electronic promotional materials; 

 In-depth knowledge of marketing and communications; 

 Experience in advising senior management on issues related to communications and 
strategies; 

 Knowledge of the university education system; 

 Good understanding of the needs of clients and the community being served; 

 In-depth knowledge of the use of information systems and software such as Windows, word 
processing, databases, presentation software, email and internet. 

 
Essential skills and Abilities 

 Excellent public relations skills; 

 Creative and outreach abilities in the area of marketing and communications; 

 Analytical and practical skills to analyze and interpret marketing requirements and to provide 
advice on a wide range of marketing and promotions questions; 

 Organizational skills and the ability to effectively manage files, carry out several projects at 
the same time, and prioritize tasks in order to meet strict deadlines, make decisions, and be 
convincing;  

 Ability to work as part of a team; 

 Ability to develop in French and English various scenarios and strategies; 

 Ability to understand current issues quickly and to work with professors and administrators 
to describe the significance of these issues to the University and to the education system; 

 Ability to quickly understand research findings in order to translate them into understandable 
language for various audiences; 

 Have good social skills and be able to maintain efficient and harmonious relationships; 

 Dynamism; 

 Creativity, initiative, autonomy and judgment; 

 Bilingualism (written and oral expression). 
 

Hiring Requirements 
 

 Available to work evenings and weekends  

 Available to travel if needed 
 

Application 

Closing date: July 4, 2017, or until the position is filled. 

We thank all applicants for their interest in this position. We will be contacting only those 
candidates who have been chosen for the next step of the selection process.  



 
We are committed to ensure employment equity and we encourage the participation of all 
Canadians. If your application is successful and you think you need accommodation during the 
selection process, please notify us. Your personal information is protected under the provisions 
of the Privacy Act. 
 


