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PSAC Job Description  
Job Title Student Communications 

Assistant 
Rate of 
Pay 

In accordance with CA 

Classification Student Assistant III Approved 2021 

 

Job Summary 

To assist a specific area/department/program and Communications team with the highlighting, 
development and delivery of relevant promotional and recruitment materials.  

 

Primary duties: 
1. Create materials to assist with recruitment or orientation to a specific area/department’s programs 
2. Assist with recruitment and communications initiatives, including, but not limited to, develop 

materials for prospective students, students and other stakeholders 
3. Create marketing materials to promote the recruitment and retention of students 
4. Create photos and videos to promote the university, specific faculties and various audiences 
5. Work with stakeholders, administration, alumni, and current students to create profiles for 

marketing purposes  
6. Assist with mail outs, recruitment package assembly, and email reminders to students 
7. Maintain presence on Brandon University social media accounts 

8. Other relevant duties as assigned 
 

Qualifications 

Skillset:    
1. Moderate advanced skills and judgment  
2. Ability to work independently and/or with others effectively as part of a team 
3. Ability to communicate clearly and effectively using excellent written and verbal communication skills 
4. Strong attention to detail, excellent problem solving skills, and self-motivated 
5. Ability to work with a diverse population respectfully and professionally 
6. Ability to monitor and update social media presence 
7. Excellent computer skills  

Education:  
1. Preference given to current Brandon University student; nearing completion of or completion of an 
undergraduate degree is required 

     2. Strong academic standing, with a minimum 2.5 GPA 
     3. Specific courses related to Creative Arts would be considered a strong asset 

Experience:  
1. Advanced training and/or specialized experience is required  
2. Advanced communications experience, especially in video creation and editing is a strong asset 
3. Online marketing and analytics experience, e.g. creation and monitoring of online advertising and 

Google Analytics campaigns is a strong asset 
4. Experience maintaining a social media presence in a professional environment is an asset 

 

Working Conditions  
1.  Working with minimal to no direct supervision 

2. Working hours may include day, evening, or weekend shifts, as needed 

 

Alternate Job Titles may include:  
1. Student Communications Assistant – Recruitment & Retention 
2. Student Communications Assistant – Coop Program 
3. Student Communications/Social Media Assistant – Education 




