
 

 

Posting #20-159CU(E) 
 

Co-operative Education, Marketing and Engagement Project 
Coordinator 

Student Affairs 

Term, Full-time (9 Months) 

 

Purpose 

The Co-operative Education Marketing & Engagement Project Coordinator is responsible for co-
developing and implementing the work plan for the project “Tri-University Regional Partner Engagement 
Strategy” a project being supported by partners including the University of British Columbia Okanagan 
Interdisciplinary Co-op Education Program UBC-O), Thompson Rivers University Career & Experiential 
Learning Department (TRU), and the University of Northern British Columbia Co-op Education Program 
(UNBC). 
 
Across the three institutions, there is a shared desire to collaborate and further increase student success 
by engagement in Work Integrated Learning involvement with small and medium-sized enterprises and 
organizations within the Northern and Interior regions of BC. This role will be responsible for outcomes 
related to research and relationship development with employers across the Tri-University region. 
 

Responsibilities 

 
Specific duties may include but are not limited to: 
Research and Relationship Development: 

 Complete an assessment of the key barriers felt by small and medium-sized enterprises and 
organizations within these regions as related to engaging in Work Integrated Learning (WIL) 
including Co-op, and co-creating a project plan for addressing barriers to participation with a long-
term goal of increasing the number of engagement opportunities 

 Crafting and cultivating a relationship infrastructure involving employers of local and regional 
communities, that is designed to secure long-term engagement with the three Universities 
involved in this project as a whole, and deliver significant value in the form of partnership 
engagement, and program awareness.  

 Identifying short and long employment opportunities for WIL students through the development of 
community partnerships with local and regional organizations. 

 
Project implementation:  

 In collaboration with the other regional project leads, create a Tri-University Co-op and WIL 
marketing and engagement campaign that is based on the findings from the research and 
engagement phase that will specifically target Northern and Interior region community partners 

 Develop tools, resources, and programming to mitigate identified barriers faced by regional 
community partners and students  



 

 

 With the support of the Project Steering Committee, and in collaboration with other Marketing and 
Engagement Project Coordinators, leading the coordination across community engagement 
events and activities held throughout the designated region (i.e. joint information sharing of Tri-
University Co-op and WIL programming at community events; coordinate a Tech Summit in each 
region or design and develop information specifically with small to medium-sized organizations in 
mind) 

 Putting together a plan to sustain the work beyond the initial BC Ministry funding by leveraging 
the economic and sectoral partnerships from this project and partnership between UBC-O, TRU, 
and UNBC  

 Co-creating a final project report outlining regionally appropriate recommendations and findings 
 
Administration: 

 Maintaining excellent communication across the project team and provide regular project updates 
to the Project Steering Committee and other identified staff and groups across campus as 
appropriate. 

 
Anticipated Work Outcomes: 

1. Coordinating all activities involving development, organization, and distribution of promotional 
materials associated with the project 

2. Liaising with the University’s Communications Department ensuring UNBC branding guidelines 
are adhered to. 

3. Co-leading the execution of a common style guide between the Tri-Universities to be used on all 
material throughout the implementation of the project. 

4. Maintaining a schedule of deadlines and requirements related to the research, marketing and 
engagement activities of the project. 

5. Organizing necessary preparations for involvement in identified community activities and events. 
6. Networking with employers/organizations across the designated region using a variety of 

communication, and technological methods. 
7. Coordinating the updates of the website and databases as related to the project implementation. 
8. Arranging social media advertising and other digital marketing strategies, including subsequent 

tracking and reporting. 
9. Designing and customizing presentations for various events. 
10. Collecting relevant information from a variety of sources throughout the year to create the final 

project report.  
11. Performing desktop publishing including posters, banners, certificates and newsletters for 

promotional campaigns. 
 

Required Education and Experience 

The successful candidate will possess an undergraduate degree in a related field, in combination with a 
minimum 2 years of relevant working experience, a current clear Criminal Record Check, a valid drivers’ 
license.   
 
An equivalent combination of education and experience will be considered.   
Relevant 2 years of experience must demonstrate: 

 Experience with project and/or event management 

 Experience in communications including; content curation, writing, editing and designing for print 
and digital media 



 

 

 Experience in relationship development and networking 

 Knowledge of the key industries and markets in this region 

 

 

Knowledge, Skills and Abilities 

The successful candidate will possess the following:  

 Ability to coordinate appropriate workload within complex systems 

 Proven ability to communicate effectively, verbal, written and various virtual methods  

 Ability to identify, write, and edit for marketing publications 

 Demonstrated advanced computer literacy skills in MS Office or comparable software, Adobe 
Suite and desktop publishing skills 

 Advanced knowledge of current communication trends and practices, including social media, 
video development and video-conferencing 

 Advanced knowledge of the event planning industry 

 Ability to plan, organize and prioritize work to meet multiple deadlines and project requests; 
attention to detail 

 Ability to be self-motivated while working collaboratively with a virtual team considering 
established accountability and project timeline  

 Proven ability to collaborate and problem solve 

 Demonstrated ability to effectively develop and establish relationships 

 Demonstrated ability and commitment to serving diverse students and stakeholders 

 Sensitivity to cross-cultural communications; is culturally responsive and sensitive 
 

Salary 

This position has been classified at a Grade 9. The annual salary range for this position is $60,202.79 to 
$62,701.33 pro-rated based on length of term, and the normal starting salary will be $60,202.79. 
 
UNBC offers employee tuition waivers (includes spouse and dependents), excellent benefit and pension 
packages, employee training and development opportunities, as well as relocation assistance. For more 
details please see:  

 http://www.unbc.ca/human-resources/employee-benefits 

 http://www.unbc.ca/human-resources/unbc-pension-plan 
 
Normal hours of work will be 8:30 am – 4:30 pm Monday through Friday.  Evening and weekend work is 
required several times a month. This position will mainly be completed virtually/remotely during the 
COVID-19 pandemic. 
 

About the Community 

Since its founding in 1990, UNBC has emerged as one of Canada’s best small research-intensive 
universities, with a passion for teaching, discovery, people, and the North.  Located in the spectacular 
landscape near the geographic centre of beautiful British Columbia, UNBC’s excellence is derived from 
community-inspired research, hands-on learning, and alumni who are leading change around the world.  
 

http://www.unbc.ca/human-resources/employee-benefits
http://www.unbc.ca/human-resources/unbc-pension-plan


 

 

For the past 10 years, UNBC has placed in the top three in its category in the annual Maclean’s university 
rankings, the only University of its size to achieve that feat. UNBC also recently placed among the top 
four per cent of higher education institutions worldwide by the Times Higher Education World University 
Rankings.   
 
With a diverse student population, the University is friendly, inclusive, and supportive. Prince George is a 
city of ~74,000 people with impressive cultural, educational, and recreational amenities. For more 
information about living and working in Prince George, please refer to http://www.unbc.ca/experience and 
https://moveupprincegeorge.ca. Make your mark with this leading post-secondary institution. 
 
To Apply 
 
Please forward your resume and proof of education quoting competition #20-159CU(E) to:  
Human Resources, University of Northern British Columbia,  
3333 University Way, Prince George, BC, V2N 4Z9   
 
Email submissions and inquiries:  HRecruit@unbc.ca  
 
All qualified candidates are encouraged to apply; however, Canadians and permanent residents will be 
given priority. The University of Northern British Columbia is committed to employment equity and 
encourages applications from women, aboriginal peoples, persons with disabilities and members of 
visible minorities. 
 
We thank all applicants for their interest in UNBC however, only those applicants selected for further 
consideration will be contacted. 
 

Applications will be accepted until the position is filled. Preference will be given to 
applications received by 4:30pm on February 12, 2021. 

 
 

http://www.unbc.ca/experience
https://moveupprincegeorge.ca/
mailto:HRecruit@unbc.ca

