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COMMUNICATIONS COORDINATOR 
The Communications Coordinator is a full-time position that requires a minimum of 35 hours per week.  However, occasional weekend and evening hours are required.  Areas of responsibility include, but are not limited to: development, support, coordination, and participation in all Students’ Union marketing, promotion, and public relations, 

The Communication Coordinator reports directly to the Students’ Union General Manager, and works in close cooperation with the Executive Council and SU staff.
Duties:

· Prepare, design, implement, and distribute all promotional materials as directed.  
· Posters, banners, brochures, event calendar, Meliorist  publications, CKXU broadcasts, etc.

· Ensure all SU bulletin boards, signs, and marketing materials are presentable and in good repair.

· Research and prepare press releases as directed for final approval by SU President

· Review and inform Executive Council of any media events, political/current events, or lobbying opportunities that may be beneficial, or pertinent to the Students’ Union.

· Prepare, implement, and compile marketing surveys and research as directed.
· Responsible for all social media marketing, including regularly updating the ULSU Facebook and Twitter pages to include current and upcoming events.
· Coordinate production of the Students’ Union Handbook and annual calendar including sales of advertising, lead letters, and follow-up for accuracy and customer satisfaction.

· Act as a liaison between the Students’ Union, ratified clubs, faculty, University students and community.
· Perform any additional media roles as needed.  
· Maintain all files, contact lists, etc. that are pertinent to this department, or as directed.
· Attend weekly staff meetings, and other meetings pertinent to the Students’ Union.  EG:  Monthly events meetings
· Other duties as assigned by the General Manager.
