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Instructions for Completing the PDF
1. Read the form carefully before completing any of the sections.

2. Answer each section as completely as you can based on the ty pical activities or requirements for the
position and not on ex ceptional or rare requirements.

3. Ifyou have any questions, refer to the document entitled "A Guide on How to Write Support Staff
Position Description Forms" or contact your Human Resources representation for clarification.

4. Ensure the PDF is legible.

5. Responses should be straightforward and concise using simple factual statements.

Position Summary

Provide a concise description of the ov erall purpose of the position.

Creates and implements strategies to expand the College’s profile through current and emerging social
media channels. Builds a positive image of the College in online communities, locally, provincially,
nationally and increasingly, globally.

Works with facully and service areas College-wide to provide counsel on social media strategies and
tactics.

Provides back-up to the Communications Officer on media relations and crisis communications issues.

Final, October 3, 2012
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Duties and Responsibilities

Indicate as clearly as possible the significant duties and responsibilities associated with the position.
Indicate the approximate percentage of time for each duty. Describe duties rather than detailed work

routines.

Approximate
%of ime |
: annually* |
 Social MediaPresence 60%
. o Creates, implements, and analyzes effectiveness of social media activities (e.g. |
Facebook, Twitter, YouTube, Pinterest and new and emerging sites) to increase
| traffic and engagement on social media and build a positive online image of the |
| College. |
e Actively uses social media. Creates online content (written, pictures and video) used
§ in posts, articles discussion boards and blogs. §
- e Oversees work of students hired to assist with social media.
. o Monitors College social media sites and responds to inquiries on social media sites §
as College spokesperson or obtains information and briefs other appropriate staff
| members to respond to online community queries. |
. « Monitors social media issues in the external environment to identify, assess and i
prepare for any negative impact on the College's image. Researches new social
| media opportunities, new technologies and important trends in online communities |
. for the College.
' Marketing & Communications 35%
. o Works with the Marketing team to fully integrate social media with overall marketing §
strategies, campaigns and tactics.
. ® Assists leaders, facully and service areas across the College in understanding social §
media and dev eloping or enhancing their own social media practices/strategies.
. o Provides back-up media and internal communications support for the |
Communications Officer role. |
e Develops and monitors a series of metrics and reports to measure effectiveness and
progress of social media strategies and tactics.
Other related duties as assigned 5% 5

*To help you estimate approximate percentages:
2 hour a day is 7% 1 houra day is 14% 1 houra weekis 3%
%, day aweek is 10% . day amonth is 2% 1 day amonthis 4%

1week ayearis 2%

Final, October 3, 2012
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1. Education

A. Check the box that best describes the minimum level of formal education thatis required for the
position and specify the field(s) of study. Do notinclude on-the-job training in this information.

o Up to High School o 1yearcertificate o 2yeardiploma

o Trade certification X 3yeardiploma/degree o 4 yeardegree or 3 year diploma
| degree plusprofessional
certification

o Postgraduate degree (e.g. Masters) or 4 years degree plus professional certification

o Doctoral degree

Field(s) of Study:

New Media, Public Relations, Journalism, or Communications.

B. Check the box that best describes the requirement for specific course(s), certification, qualification,
formal training or accreditation in addition to and not part of the education lev el noted above and inthe
space provided specify the additional requirement(s). Include only the requirement that w ould typically
be included in the job posting and would be acquired prior to the commencement of the position. Do
not include courses that are needed to maintain a professional designation.

X No additional requirements

o Additional requirements obtained by
course(s) of a total of 100 hours or less

o Additional requirements obtained by
course(s) of a total between 101 and 520
hours

o Additional requirements obtained by
course(s) of a total of more than 520
hours

Final, October 3, 2012
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2. Experience

Experience refers to the minimum time required in prior position(s) to understand how to apply the
techniques, methods and practices necessary to perform this job. This experience may be less than

ex perience possessed by the incumbent, as it refers only to the minimum level required on the first day of
work.

Check the box that best captures the typical number of year of experience, in addition to the necessary
education level, required to perform the responsibilities of the position and, in the space provided, describe
the ty pe of experience. Include any experience thatis part of a certification process, but only if the work
ex perience or on-the-job training occurs after the conclusion of the educational course or program.

o Lessthanone (1) year

o Minimum of one (1) year

o Minimum oftwo (2) years

X Minimum ofthree (3) years | Intensive, focussed experience in using social media platforms and
managing online communities. Experience includes a writing
portfolio for public audiences through online or traditional media.
Experience researching and analyzing complex information and
using oral and written communicationskills and critical thinking skills.
Experience in a fast-paced deadline-driven environment which
requires the ability to work under pressure in order to deal with
multiple conflicting priorities.

o Minimum offive (5) years

o Minimum of eight (8) years

Final, October 3, 2012
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3. Analysisand Problem Solving

This section relates to the application of analysis and judgement within the scope of the position.

The follow ing charts help to define the level of complexity involved in the analysis or identification of
situations, information or problems, the steps taken to develop options, solutions or other actions and the

judgement required to do so.

Please provide up to three (3) examples of analysis and problem solving that are regular and recurring and,
if presentin the position, up to tw o (2) examples that occur occasionally:

Key issue or problem encountered.

How is itidentified?

Is further inv estigation required to define
the situation and/or problem? If so,
describe.

Explain the analysis used to determine a
solution(s) for the situation and/or
problem.

What sources are available to assist the
incumbent finding solution(s)? (e.g. past
practices established standards or
guidelines).

Final, October 3, 2012

#1 regular & recurring

Front line person responsible for social media and online
communities, which often call for an immediate, diplomatic
and detailed response to issues that may be of a sensitive
nature.

Online posts on Facebook, Twitter or via email.

Yes. Very quickly gathers information from a variety of
sources both online and within the College. Considers
technical and communications issues and investigates third
party (or other educational institutions) responses to similar
situations where possible to formulate an appropriate
response and coordinate an appropriate spokesperson if
required.

Critical thinking is required as decisions may involve
controversial or sensitive issues. Circumstances may be
changing at a fast pace and there may be no precedent. The
incumbent must determine who should respond and how
much information can be released.

The Senior Management Team, faculty and staff, students,
past practices, college policy/guidelines, government
legislation (Freedom of Information Act).
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3. Analysisand Problem Solving

Key issue or problem encountered

How is it identified?

Is further inv estigation required to define
the situation and/or problem? If so,
describe.

Explain the analysis used to determine a
solution(s) for the situation and/or
problem.

What sources are available to assist the
incumbent finding solution(s)? (e.g. past
practices, established standards or
guidelines).

Key issue or problem encountered

How is itidentified?
Is further inv estigation required to define

the situation and/or problem? Ifso,
describe.

Final, October 3, 2012

#2 regular & recurring

Generating online interest about College programs or
services to build a positive image of the College and increase
traffic to the College’s website and social media channels.

Researching potential social media promotional opportunites,
both paid services and free channels. Assessing recent
examples from Facebook, Twitter, and others in the
education sector.

Information gathered from members of the marketing team,
leaders and faculty.

Yes. Gathers information in a timely manner and consults
with Manager, Digital Marketing & Creative Services or other
clients within the College.

Since this information is distributed for public distribution,
understandability, accuracy and timeliness are all critical.

Aw areness and understanding of social media to determine
the best potential option for promotion/dissemination.
Considers suitability of options with respect to target market
profiles, markets segments, geography and various technical
platforms.

Senior management, facully and staff.

College policies referencing student behaviour and social
media.

Online resources.
Industry best practices

#3 regular & recurring

A request for assistance from faculty or service areas in
developing a new social media presence.

Need expressed by client.

Yes. Interviews with clients, examination into their needs and
requirements, and the development of an appropriate
strategy to address them.

Research on similar applications in social media
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Explain the analysis used to determine a
solution(s) for the situation and/or
problem.

What sources are available to assist the
incumbent finding solution(s)? (e.g. past
practices, established standards or
guidelines).

3. AnalysisandProblem Solving

Key issue or problem encountered

How is itidentified?

Is further inv estigation required to define
the situation and/or problem? Ifso,
describe.

Explain the analysis used to determine a
solution(s) for the situation and/or
problem.

What sources are available to assist the
incumbent finding solution(s)? (e.g. past
practices established standards or
guidelines).

Key issue or problem encountered

How is itidentified?

Is further inv estigation required to define
the situation and/or problem? If so,
describe.

Explain the analysis used to determine a
solution(s) for the situation and/or
problem.

Final, October 3, 2012

Analy ze appropriateness of various social media platforms for
meeting client's requirements. (Facebook. Twitter, YouTube
etc.) Recommend contentand plan for management of
site/page. May write or photograph new content to start
process.

Online research on new tools/techniques.

Marketing team, past practices, established
standards/guidelines, best practices at other institutions.

#1 occasional (if none, please strike out this section)

Crisis Communications

Tragic or extraordinary event necessitates an immediate and
appropriate social media strategy

Yes. As a member of the Traumatic Event Response Team
(TERT) itrequires liaising with the communications officer,
senior management, TERT coordinator or external
emergency services personnel to obtain as much information
as possible on the situation.

Need speed and sensitivity in determining the appropriate
response and how much information can be released at what
time.

Crisis communications checklist, TERT policy, past
precedents, members of the College community.
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What sources are available to assist the
incumbent finding solution(s)? (e.g. past
practices established standards or
guidelines).

4. Planning/Coordinating

Planning is a proactive activity as the incumbent must develop in advance a method of acting or
proceeding, while coordinating can be more reactive in nature.

Using the follow ing charts, provide up to three (3) examples of planning and/or coordinating that are regular
and recurring and, if presentin the position, up to two (2) examples that occur occasionally:

#1 regular & recurring
Dev elopment of social media plans and strategies.

List the project and the role of the
incumbentin this activity.

What are the organizational and/or Planning involves consultation, research, development,
project management skills needed to implementation and coordination between leaders, faculty,
bring together and integrate this activity? i departments and/or schools and social media officer.

Ability to stay on task and meet established deadlines.
Diplomacy, strong interpersonal skills, writing/editing skills.

List the ty pes of resources required to Members of the College community.
complete this task, project or activity. Online research

Established standards and guidelines.
Best practices of other institutions.

How is/are deadline(s) determined? Deadlines are determined Manager, Digital Marketing &
Creative Services.

Who determines if changes to the project | Manager, Digital Marketing & Creative Services, academic or
or activity are required? And who service area leaders.

determines whether these changes have
animpacton others? Please provide
concrete examples.

Final, October 3, 2012
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4. Planning/Coordinating

List the project and the role of the incumbent
in this activity.

What are the organizational and/or project
management skills needed to bring together
and integrate this activity?

List the ty pes of resources required to
complete this task, project or activity.

How is/are deadline(s) determined?

Who determines if changes to the project or
activity are required? And who determines
w hether these changes have an impact on
others? Please provide concrete examples.

Final, October 3, 2012

#2 regular & recurring

Develops, plans andimplements metrics and reports for
measurement of social media channel reach and
effectiveness.

Requires familiarity with existing measurement tools
available and requires ability and aptitude to research,
learn and implement new tools.

Advises on structure, frequency, cost and set-up of
reporting.

Seeks input from academic and service area leaders on
processes.

Technical knowledge in assessing tool and working with
Web and IT personnel in implantation.

Diplomacy, strong interpersonal skills, writing/editing
skills.

Some online best practices are available. Most material
is new and emerging.

Deadlines are determined by the Manager, Digital
Marketing & Creative Services and the Social Media
Officer.

Manager, Digital Marketing & Creative Services, and the
Social Media Officer
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4. Planning/Coordinating

List the project and the role of the incumbent
in this activity.

What are the organizational and/or project
management skills needed to bring together
and integrate this activity?

List the ty pes of resources required to
complete this task, project or activity.

How is/are deadline(s) determined?

Who determines if changes to the project or
activity are required? And who determines
w hether these changes have an impacton
others? Please provide concrete examples.

Final, October 3, 2012

#1 occasional (if none, please strike out this section)

Researches new social media tools and platforms and
makes recommendations for further
assessment/implementation.

Research.

Know ledge of College’s strategic target markets and
plans. Ability to objectively assess risk, costs, market
potential.

Diplomacy, strong interpersonal skills, writing/editing
skills.

Limited information may be available.
Primarily online research.

Other members of the marketing team
Online communities

Deadlines setby Manager, Digital Marketing & Creative
Services, members of the College community and the
Social Media Officer.

Deadlines setbased on workplans, budgets, market
need.

Senior management, College community, the Social
Media Officer.

e.g. Recommendation to proceed with a new platform
may change if competitive option emerges. (which
happens frequently)
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5. Guiding/Advising Others

This section describes the assigned responsibility of the position to guide or advise others (e.g. other
employ ees, students). Focus on the actions taken (rather than the communication skills) that directly assist
others in the performance of their w ork or skill development.

Though Support Staff cannot formally "supervise" others, there may be a requirement to guide others using
the incumbent's job expertise. This is beyond being helpful and providing ad hoc advice. It mustbe an
assigned responsibility and must assist or enable others to be able to complete their own tasks.

Check the box (es) that best describe the level of responsibility assigned to the position and provide an
example(s) to support the selection, including the positions that the incumbent guides or advises.

Regular &

Recurring

X i
X |
X i
O O
o X

Final, October 3, 2012

Occasional

Level

Minimal requirement to guide/advise
others. The incumbent may be
required to ex plain procedures to
other employ ees or students.

There is a need for the incumbent to
demonstrate correct processes/
procedures to others so that they can
complete specific tasks.

The incumbent recommends a course
of action or makes decisions so that
others can perform their day -to-day
activities.

The incumbentis an active participant
and has ongoing involvementin the
progress of others with whom he/she
has the responsibility to demonstrate
correct processes/procedures or
provide direction.

The incumbent s responsible for
allocating tasks to others and
recommending a course of action or
making necessary decisions to
ensure the tasks are completed.

Example

Student workers

Social Media training for College faculty
staff and leaders. Usually in an informal,
one on one or small group setting.

Guide and advise College staff on how
to set-up and manage an ongoing social
media presence.

Oversees work of students hired to
assistwith College’s social media
activities; provides expertise regarding
social mediaand follows up to ensure
completion of assigned tasks
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6. IndependenceofAction

Please illustrate the ty pe of independence or autonomy exercised in the position. Consideration is to be
given to the degree of freedom and constraints that define the parameters in which the incumbent works.

What are the instructions that are ty pically required or provided at the beginning of a work assignment?

Regular and Recurring

Occasional (if none, please strike out this section)

Incumbent may initiate a project and then would
meet with clients/partners to discuss objectives and
develop a plan to accomplish the project

Alternatively, Manager, Digital Marketing &
Creative Services, or internal clients may initiate
the projectand contactincumbent to coordinate
and implement a project or arrange an event.

What rules, procedures, past practices or guidelines are available to guide the incumbent?

Regular and Recurring

Occasional (if none, please strike out this section)

Freedom of Information legislation, ministry
directives, College policy manuals, online
references.

Writing samples from other social media sites,
articles, blogs, and other online research.

Police or Fire Department policy may provide
guidelines for specific instances involving media
relations during crisis communications.

How is work reviewed or verified (e.g. feedback from others, work processes, Supervisor)?

Regular and Recurring

Occasional (if none, please strike out this section)

Work that is for publication is reviewed with the
College communications team, the College
President, or with key spokesperson involved on a
particularissue or ifitis of a complex nature, to
make sure the message is conveyed, and that
technical or complicated information is accurate
and comprehensible.

Work in progress is usually completed
autonomously.

Strategic communications projects may be
reviewed by reports, e-mail or by discussion, while
the work is in progress or upon completion,
depending upon the need for consultation or
advice.

6. IndependenceofAction

Final, October 3, 2012
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Describe the ty pe of decisions the incumbent will make in consultation with someone else other than the

Supervisor?

Regular and Recurring

Occasional (if none, please strike out this section)

Review program-specific or service area-specific
contentwith faculty, staff, leaders or marketing
team prior to release/posting

Describe the ty pe of decisions that would be decided in consultation with the Supervisor.

Regular and Recurring

Occasional (if none, please strike out this section)

Highly sensitive responses to online posts or
inquiries.

Describe the ty pe of decisions that would be decided by the incumbent.

Regular and Recurring

Occasional (if none, please strike out this section)

The creation of effective social media activities.

Responses to common, recurring or non-sensitive
inquiries.

Initiative is also required to determine whether to
deal with an issue personally, or to refer it to
another College spokesperson

7. ServiceDelivery

This section looks at the service relationship thatis an assigned requirement of the position. It considers
the required manner in which the position delivers service to customers. Itis notintended to examine the
incumbent's interpersonal relationship with those customers and the normal anticipation of what customers
wantand then supplying it efficiently. It considers how the request for service is received and the degree to
whichthe position is required to design and fulfil the service requirement. A "customer"is definedin the
broadest sense as a person or groups of people and can be internal or external to the College.

In the table below, list the key service(s) and its associated customers. Describe how the request for
service is received by the incumbent, how the service is carried out and the frequency.

Information on the service

Customer Frequency

How is itreceived?

How is it carried out?

(D, W, M. Iy*

Final, October 3, 2012
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Requests/response to
social mediaissues (from
media or internal clients
seeking advice)

Respond to orinitiate
phone calls, emails, posts
ortweets

Leaders, faculty, services areas
and students.

Social media content
creation. Client wishes to
expand social media
presence but has no
content appropriate for the
channel.

Create tailored content for
clients: Compile, write,
photograph and capture
video, edit
posts/stories/tweets for
social mediasites.

The College community

Email/phone inquiries

Respond personally or
forw ard to the appropriate
person to respond

Students, prospective students,
members of the public

Media relations

Backup to
Communications Officer
during absences/vacation

College community, senior
management team, members
of the media,

general public.

* D=Daily W= Weekly

Final, October 3, 2012

M = Monthly

| = Infrequently
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8. Communication

In the table below indicate the ty pe of communication skills required to deal effectively with others. Be sure
to list both verbal (e.g. exchanging information, formal presentations) and written (e.g. iniiate memos,
reports, proposals) in the section(s) that best describes the method of communication.

Communication Skill/Method Example Audience Frequency
(D, W, M ,1)*

Exchanging routine Coordination of content for social | General Public D
information, ex tending media distribution College Community
common courtesy

Responding to social media D

inquiries/posts
Ex planation and Advice on social mediaissues | College Presidentand ; W
interpretation of information and works to reach agreementon { Senior Management
orideas message to be conveyed; Team as wellas

information may be confidential : faculty, staff and

students
Coordination of social media W

relation activities, research;
advises and explains how social
media communities (or
mainstream media) will approach
the issue and anticipate media
questions on the issues.

Imparting technical
information and advice

Social media advice - strategic
and technical

Recommends and advises on
implementation of strategies.
Discusses and provides advice
on projects; and reaches
agreement on appropriate
stance; influences to reconcile
needs of social media with needs
of clients.

Explains College’s role or stance
related to social media initiatives.
Ensure College’s position or role
receiv es equitable emphasis

College Community

College Community

Instructing or training

Obtaining cooperation or
consent

Final, October 3, 2012
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Negotiating :

* D=Dally W=Weekly M=Monthly |=Infrequently

Final, October 3, 2012
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9. Physical Effort

In the tables below, describe the type of physical activity that is required on a regular basis. Please
indicate the activity as well as the frequency, the average duration of each activity and whether there is the
ability to reduce any strain by changing positions or performing another activity. Activities to be considered
are sitting, standing, walking, climbing, crouching, lifting and/or carrying light, medium or heavy objects,
pushing, pulling, working in an awkward position or maintaining one position for a long period.

Physical Activity Frequency Duration Ability to reduce
(D, W, M, I)* strain

<thrat {1-2hrs {>2hrsat | Yes { No { N/A
atime atatime {atime

Sitting ata computer D X X

Lifting and carrying promotional | | X X

material

Shooting pictures and videoin { W X X

a variety of settings — indoor
and outdoor

* D=Dailly W=Weekly M=Monthly

| = Infrequently

If lifting is required, please indicate the w eights below and provide examples.

Light (up to 5 kg or 11 Ibs)

X Medium (between 5to 20 kg or 11 to 44 Ibs)

o Heavy (over 20 kg or 44 Ibs)

Final, October 3, 2012

Boxes of promotional material
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10. Audio Visual Effort

Describe the degree of attention or focus required to perform tasks taking into consideration:
- the audio/visual effort and the focus or concentration needed to perform a task and the duration of

the task, including breaks (e.g. up to 2 hours at one time including scheduled breaks)

- impacton attention or focus due to changes to deadlines or priorities
- the need for the incumbent to switch attention between tasks (e.g. multi-tasking where each task

requires focus or concentration)

- whether the level of concentration can be maintained throughout the task or is broken due to the

number of disruptions

Provide up to three (3) examples of activities that require a higher than us ual need for focus and

concentration.
Activity #1 Frequency Average Duration
*
(D’ W, M, l) Short < 30 mins Long up to 2 hrs Extended > 2 hrs
Interview, consolidate information, D X

interpret itand write/postitwith a
consistent, accurate and fresh approach
with extra consideration for accuracy,
proper attribution and appropriateness.
Situations may often be time-sensitive.

Can concentration or focus be maintained throughout the duration of the activity? If not, why?

X Usually
o No
Activity #2 Frequency Av erage Duration
(D’ W, M, l)* Short < 30 mins Long up to 2 hrs Extended > 2 hrs
Tracking and Analyzing social media D X

posts and enquiries and responding
quickly and concisely when required

Can concentration or focus be maintained throughout the duration of the activity? If not, why?

X Usually
o No

Activity #3

Frequency
(D, W, M, I)*

Average Duration

Short < 30 mins

Long up to 2 hrs

Extended > 2 hrs

Can concentration or focus be maintained throughout the duration of the activity? If not, why?

o Usually
o No

Final, October 3, 2012
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* D=Dailly W=Weekly M=Monthly |=Infrequently

Final, October 3, 2012
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11. Working Environment

Please check the appropriate box(es) that best describes the work environment and the corresponding
frequency and provide an example of the condition.

Working Conditions

Examples

Frequency
(D, W, M, I)*

X acceptable working conditions (minimal
exposure to the conditions listed below)

Standard office environment

D

O accessing craw| spaces/confined spaces

O

dealing with abusive people

O

dealing with abusive people who pose a
threat of phy sical harm

o difficult weather conditions

O exposure to extreme weather conditions

O exposure to very high or low
temperatures (e.g. freezers)

o handling hazardous substances

o smelly, dirty or noisy environment

X travel

Intercampus, off-campus to attend
meetings with clients and industry
partners.

o workinginisolated or crowded situations

o other (explain)

* D=Dailly M=Monthly W =Weekly

Final, October 3, 2012

| = Infrequently




