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Coordinator, Communications and Marketing
Join Ottawa’s Premier Convention Centre

Come be part of the team at Rogers Centre Ottawa - Canada’s Meeting Place. Located in the
heart of Canada’s capital, steps from the Rideau Canal, a UNESCO World Heritage Site, and
connected to CF Rideau Centre, we host conferences, conventions, meetings, and special
events from across Canada and around the world.

The Rogers Centre Ottawa is seeking an experienced Coordinator, Communications and
Marketing to oversee the implementation of the organization's digital communications
strategy, social media presence, audience engagement initiatives, and marketing campaigns.

Our team is guided by our vision of “Inspired Team Delivering Exceptional Events” and a
culture built on collaboration, accountability, exceptional service, and empowered colleagues.

Rogers Centre Ottawa is an Operational Enterprise Agency of the Crown in the Province of
Ontario, with a mandate to operate and manage an international-class convention centre that
promotes tourism and industry in Ottawa and Ontario.

Title: Coordinator, Communications and Marketing
Reports To: Director, Marketing and Partnerships
Term: Full-Time

Location: 55 Colonel By Drive, Ottawa, ON

POSITION SUMMARY

The Coordinator, Communications and Marketing is responsible for coordinating Rogers
Centre Ottawa’s communications, corporate communications, digital marketing, social media,
and public relations activities. Reporting to the Director, Marketing and Partnerships, the role
supports organizational messaging, audience engagement, media relations, digital content,
and performance reporting while working across departments to enhance brand visibility and
strengthen the organization’s reputation.
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AREAS OF RESPONSIBILITY
This is not an exhaustive list of duties.

Social Media Administration

Execute Rogers Centre Ottawa's social media strategy for various online channels.
Build annual and quarterly social media plans aligned with organizational objectives.
Monitor engagement, audience growth, brand sentiment, and industry conversations.
Identify partnership and influencer opportunities that enhance brand visibility.
Escalate issues, questions, or reputational risks to management.

Manage community engagement and timely responses to inquiries.

Establish social media governance, best practices, and content standards.

Communications / Public Relations

Oversee communications planning and messaging frameworks across organizational
channels.

Support corporate communications initiatives and key organizational announcements.
Draft and issue press releases, while building relationships with various media outlets.
Assist in identifying opportunities for media exposure and community engagement.
Liaises with internal staff to encourage and guide use of social media in an effort to
strengthen company voice and build internal community of social media ambassadors.
Ensure messaging remains consistent with organizational brand standards and
strategic priorities.

Coordinate internal communications projects as required.

Update website content using content management systems.

Coordinate content updates from internal stakeholders.

Monitor website content performance and support SEO best practices.

Assist with digital newsletter production and distribution.

Reporting & Analytics
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Develop monthly and quarterly performance reports for marketing and
communications activities.

Monitor, report and present on campaign effectiveness, audience engagement,
website performance, social media metrics, and ROLI.

Analyze customer and audience data to identify opportunities for growth and
engagement.
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Project Management
e Lead and coordinate marketing and communications initiatives from planning through
to execution.
e Support cross-functional projects involving sales, operations, partnerships, and events.
e Maintain project documentation, workflows, and reporting processes.

QUALIFICATIONS

Education
e Post-secondary degree or diploma in Communications, Journalism, Public Relations,
Marketing, Digital Marketing, or a related discipline.

e Preferred certification(s) in one or more of the following:

o Digital Marketing Institute (DMI) Certified Digital Marketing Professional
(CDMP)

o Professional Certified Marketer (PCM) - Digital Marketing
o Google Analytics Certification (GA4)
o Google Ads Certification

Professional Experience

e 5 years of progressively responsible experience in communications, public relations,
corporate communications, marketing, or digital marketing;

e Demonstrated experience managing multi-channel social media programs for an
organization or brand.

e Experience developing communication strategies.

e Experience with analytics, reporting tools, and performance measurement.

e Experience leading projects involving multiple stakeholders.

Technical Skills
e Advanced knowledge of social media management platforms (HeyOrca, Hootsuite,
Sprout Social, Buffer, Later, etc.).
Experience with CRM and marketing automation platforms.
Strong proficiency in Google Analytics 4 and reporting tools.
Experience with email marketing platforms.
Proficiency with Microsoft Office applications, particularly Excel and PowerPoint.
Experience with CMS platforms such as WordPress.
Advanced experience with Canva.
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Core Competencies

e Communicate effectively and concisely, both orally and in writing;

o Work effectively both independently as well as in a team environment;

e Quickly shift priorities and adapt to changes to meet organizational and department
requirements;

e Execute strong organizational and project management skills;

e Ability to prioritize by multi-tasking in a rapidly changing environment to meet
business requirements.

e Must be a self-starter who is able to anticipate and prioritize business needs.

Effort and Working Conditions
e Ability to manage multiple responsibilities, competing priorities, and frequent
interruptions while maintaining a high level of accuracy and service.
e Thisis a full-time, on-site position requiring the successful candidate to work in the
office Monday through Friday.
e Occasional flexibility in working hours is required to meet business demands,
including evenings and weekends as necessary.

Language
e Bilingualism in English and French is strongly preferred.

Salary & Benefits
e The salary range for this position is $52,000 to $56,000 per annum, complemented by
an extensive benefits package.

Submission Deadline
Thursday, October 8%, 2026
Please submit your cover letter and resume to careers@rogers-centreottawa.ca.

The Rogers Centre Ottawa thanks all applicants for their interest. Only candidates selected for
an interview will be contacted.
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Diversity, Equity & Inclusion

The Rogers Centre Ottawa values, celebrates, and welcomes individuality. We are committed
to fostering a professional, respectful, and inclusive workplace where everyone is treated with
dignity and respect, regardless of gender, age, race, religion, ethnicity, nationality, disability,

appearance, sexual orientation, or other personal characteristics.

We strive to create a culture of respect, inclusion, and continuous learning, recognizing and
valuing the diverse experiences, perspectives, and backgrounds that our colleagues bring to
our organization.

Accommodation

The Rogers Centre Ottawa is committed to providing an inclusive and barrier-free work
environment throughout the recruitment and employment process. If you are contacted
regarding a job opportunity and require accommodation during the recruitment process,
please advise us of your requirements. All information provided regarding accommodation
will be treated as confidential and used solely for the purpose of providing appropriate
support.

Land Acknowledgement

The Rogers Centre Ottawa is located and operates on the traditional and unceded territory of
the Anishinaabe Algonquin people, who have travelled and inhabited these lands for
millennia.
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