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Position Title:	Social Media Coordinator
Department:	Marketing and Communications
Position Status: 	Active
Employment Type:	Part-time (up to 15 hours per week)
Employment Term: 	August 2025 – April 2026

POSITION SUMMARY 

Reporting to the Students’ Union’s Digital Marketing Specialist, the Social Media Coordinator plays a vital supporting role in planning, scheduling, and executing the Marketing and Communications department’s digital marketing and communications campaigns. These campaigns support all Students’ Union departments and business units through our social media and online platforms.

The ideal candidate understands broader marketing, communications, and branding strategy, and how social media and online tools complement an integrated marketing and communications plan. The candidate will collaborate and assist other members of the Marketing and Communications team and will craft thoughtful stories and content to engage and inspire our audiences on tools such as Instagram, TikTok, Canva, and related content tools.


REPORTS TO: Digital Marketing Specialist

COMMITMENT: 
The Social Media Coordinator will work up to 15 hours per week. Hours are generally worked during regular office hours (8:30 a.m. to 4:30 p.m.). However, this role is designed with flexibility in mind; the successful candidate will be encouraged to work with the Digital Marketing Specialist to select their hours.

A mandatory Student Staff Orientation will take place in late August. 

KEY RESPONSIBILITIES
· Develop creative content that aligns with broader department and campaign goals.
· Engage online and social media audiences on a regular basis.
· Execute the day-to-day social media activities including scheduling posts, attending meetings with team members, maintenance on our social media platforms including images and videos, and attending various events throughout the week.
· Grow the presence of our brand across all social media platforms by expanding our social post reach, attracting new followers, and consistently engaging current followers.
· Ensure that all programming, branding, and materials viewed by our followers are consistent.
· Other duties as arranged by the Digital Marketing Specialist.






REQUIRED SKILLS, ATTRIBUTES AND EXPERIENCE
· A current undergraduate student attending the University of Calgary.
· Illustrate personal motivation and the ability to take initiative. This role requires a high-level of independence, balanced with regular communication with the other members of the team.
· Demonstrated organizational and time-management skills to meet deadlines and emerging priorities. 
· Superior interpersonal skills to interact positively, courteously, and professionally with other students and staff.
· Excellent organizational, time, and project management skills with an aptitude to multi-task several priorities at one time.
· Strong verbal and written communications and demonstrated presentation skills. 
· Strategic, creative, and innovative thinking skills with the ability to develop ideas ‘outside of the box’.
· Experience working in a social media focused role. 
· Knowledge and experience with major and emerging social media platforms and supporting software: Instagram, TikTok, and Canva for example. A talent and curiosity in the social media space and a proven ability to develop content and maintain relationships with social media audiences.
· Availability to work flexible hours as some evenings and/or weekend hours may be required. 
· Knowledge and experience with photography and video production is an asset.


BENEFITS
· Gain experience working within a professional marketing and communications team.
· Develop skills in social media and digital marketing.
· Work with students, volunteers, and staff from across the Students’ Union.
· Contribute to student engagement and student life at UCalgary.


The successful candidate may be able to re-apply for this or a similar position provided they are enrolled in undergraduate studies.
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