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Reports to:    
Manager, Marketing and Communications 
 
Direct reports:  
N/A 
 
Overview of Responsibilities:    
The Coordinator, Marketing & Communications supports United Way of Saskatoon’s digital efforts 
including website maintenance and social media strategy, developing internal and external messaging, 
assists in the production of printed and digital campaigns and content and organizes and executes  
United Way events The Coordinator will also assist in the collateral and campaign development for 
United Way of Regina and 211 Saskatchewan. The Coordinator, Marketing & Communications helps to 
strengthen United Way’s brand and support within the local community and throughout the province. 
 
 
Key Responsibilities/ Essential Functions: 
The major responsibilities of this position include, but are not limited to: 
 
Strategy and Brand 

 Participate in the planning, developing, implementing and evaluation of year-round integrated 
marketing strategies to inform and engage supporters and partners on United Way’s mission and 
community priorities. 

 Promoting, protecting and stewarding United Way’s brand and reputation.  This includes driving 
United Way’s National brand strategy to the local market and ensuring brand compliance.  
 

Printed and digital content: 

 Creating campaigns and materials by translating complex community challenges and United Way 
solutions into relatable and compelling messages, stories, print and digital collateral to help connect 
stakeholders with United Way’s mission and impact.  

o Identifies and/or receives relevant background information for communication content 
o Develops content and key messages for a full range of printed and digital materials and 

campaigns in support of Resource Development and Engagement work 
o Updates marketing materials as required (e.g. the Sponsorship Request and Agreement 

forms, PowerPoint presentations) 
o Assists with graphic design elements where appropriate 

 Developing a deep understanding of United Way’s work, packaging the work into marketable 
products and developing messaging that compels donors to take action and support United Way. 

 Supporting staff and volunteers on United Way’s key messages. Ensuring all messaging complies 
with United Way’s brand standards and ensuring all National messaging is incorporated and adapted 
for the local market.   

 Planning and executing the organization’s digital strategy relating to website, social media and other 
mobile products with the goal of stewarding and building relationships with individual donors, 
volunteers and staff.     

o Assisting with content for the United Way of Saskatoon’s website 
o Contributing to the  United Way of Saskatoon’s social media channels 
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Public relations: 

 Tracking and monitoring earned media. 

 Maintaining superior knowledge of United Way’s mission, community impact strategies and signature 
programs in order to be responsive to stakeholders. 

 Delivering and telling United Way’s story in an effective manner that resonates with stakeholders and 
inspires them to take action. Upholding and creating a positive image of United Way through 
portraying enthusiasm, positivity, and charisma. 

 Planning, collaborating and executing various United Way events with the intention of developing and 
strengthening attendee’s affinity with United Way. 

 Participating in community events, and striving to expand United Way’s network within the 
community.  Recognizing and pursuing opportunities to engage key leaders in the organization. 

 Recognizing volunteers’ efforts in timely and meaningful ways that ensure positive outcomes. 
 

Planning and Innovation: 

 Assisting with the development of and supporting strategies for donors and volunteers, including 
stewardship, engagement, communications, marketing, major individual gifts and targeted giving. 

 Working in close collaboration with colleagues to support and move forward innovate fundraising 
tactics including digital donor engagement, fundraising and development activities. 

 Staying abreast of business, industry and market trends and looks for and seizes opportunities 
proactively. 

 
Other: 

 Participates on internal committees as required. 

 Participates in the collective work of the Saskatoon Community Service Village as required. 

 Undertaking special projects and performing other related duties as assigned. 
 
Experience/ Position Requirements: 
 University undergraduate degree or equivalent, in a relevant field 
 2-3 years of progressive experience in marketing and communications 
 Knowledge of digital and printed communication and marketing trends and practices  
 Creative and innovative thinker 
 Superior communication skills 
 Demonstrated ability to work collaboratively  

 Analytical skills with the ability to use judgment for strategic thinking and problem solving 
 Demonstrated ability to effectively forge, manage and maintain long-standing relationships 
 Proven organizational abilities and the ability to manage competing priorities and meet deadlines 

under pressure 
 Excellent teamwork, interpersonal and customer service skills including the ability to work respectfully 

and inclusively with a diverse employee population 
 Experience with a donor relationship management database system, Abobe Suite (Illustrator, 

Photoshop, Premiere Pro, After Effects) and web development applications (WordPress). 
 
Working Environment:  
 Works in an office utilizing Windows Operating system, Adobe Creative Suite, MS Office, WordPress 

and a CRM database.  
 Attends meetings and events throughout and within the Province. Must have access to a vehicle and 

possess a valid driver’s license.   
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Working Environment (continued):  
 Must be able to work a flexible schedule with the likelihood of some early morning, evening and 

weekend work. 
 
Competencies Required for This Position: 
 
Core Competencies: 

 Mission-Focused: Catalyze others' commitment to mission to create real social change that leads to 

better lives and healthier communities. This drives their performance and professional motivations. 

 Relationship-Oriented: Understands that people come before process and is astute in cultivating 

and managing relationships toward a common goal. 

 Collaborator: Understands the roles and contributions of all sectors of the community and can 

mobilize resources (financial and human) through meaningful engagement. 

 Results-Driven: Dedicated to shared and measurable goals for the common good; creating, 

resourcing, scaling, and leveraging strategies and innovations for broad investment and impact. 

 Brand Steward: Steward of the brand and understands their role in growing and protecting the 

reputation and results of the greater network. 

Functional Competencies: 

 General Marketing Acumen: Takes a strategic, long-range view, sees the big picture and identifies 

with the wants and needs of United Way’s diverse stakeholders (donors, volunteers, advocates, 

community partners, news media and others). Utilizes integrated storytelling techniques to tell the 

United Way story, shares key messages and engages and influences key stakeholders in a 

compelling and influential manner.   

 Product Management: Brands and promotes United Way strategies to support the mission by 

framing and packaging mission-focused community-building strategies as products that  current and 

new supporters and donors are eager to support. 

 Creating Brand Experience for Everyone: Brings the United Way brand to life and enables 

everyone who interacts with United Way to experience the power of our mission. Recognizes and 

acts on the needs of external and internal customers. Focuses on building sustainable relationships 

with donors through a brand experience designed to create positive sentiment and behaviour 

change, and to increase brand commitment. 

 Effective and Engaging Communication: Is an effective and passionate communicator, articulating 

the United Way message in a way that inspires others to act in service to the organization and the 

community. Designs, shapes and executes a comprehensive, multi-faceted donor and stakeholder 

plan that supports the organization's strategy and objectives, builds relationships with key audiences 

and works to position United Way as the leader in community impact. 

 Donor Influence: Uses data to plan and execute strategic marketing and communications activities 

and materials in support of the development and engagement of donors. Develops and manages 

messaging image and positioning of the United Way brand to donors. Partners strategically with 

other internal staff to obtain information relevant to donors and to create and feedback materials and 

products that create a positive sentiment, behaviour change and brand commitment among 

prospective and current donors. 


