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SaskCulture
Communications Manager 


JOB SUMMARY:
Reporting to the CEO, the Communications Manager is responsible for managing the organization’s internal and external communication and advocacy strategies. Leading a Communication Team, the Communications Manager oversees the development, implementation, monitoring, and evaluation of all communication strategies, programs, policies and tools that support the strategic priorities of SaskCulture and Creative Kids Saskatchewan.  This also includes advocacy planning and the development of materials that showcase the benefits of culture in Saskatchewan.  The position serves as an integral member of the Management Team.

JOB RESPONSIBILITIES: 
The Communication Manager works closely with the CEO and other staff team members, within the Ends and Executive Limitations established by the Board of Directors, to develop and implement integrated strategies with applicable action plans, budgets, defined outcomes and evaluation, to address the operations and strategic directions of SaskCulture. In particular, the Communication Manager will:

1. Provide overall direction and management of internal and external communication strategies that support a growing awareness and understanding of key initiatives. 
a. Develop and manage the implementation of communications strategies, plans and messages that support all current and future program and service initiatives, memberships and stakeholder involvement, as well as funding programs and key events;
b. Develop, implement, as well as manage and evaluate a broad range of communication tools, including websites, social media, Engage magazine, E-update, fact sheets, brochures, annual report, etc. to support the effective sharing of information with key target audiences;
c. Develop marketing strategies, including identifying messaging, target audiences and placement of SaskCulture advertising, and coordination of sponsorships;  
d. Coordinate media relations, including the development and distribution of media releases and public service announcements, research on issues, media event planning and media monitoring;
e. Work with internal and external partnerships, such as those with SK Arts, Sask Sport, Saskatchewan Parks and Recreation Association, Sask Lotteries and others, to support shared communications, which align with SaskCulture’s goals and objectives;
f. Design and implement evaluation activities designed to collect information/feedback from key target audiences and confirm the effectiveness of communication strategies and approaches;
g. Develop and review policies and procedures which support and provide guidance on communications delivered by SaskCulture and Creative Kids, as well as collectively with Sask Lotteries; and
h. Develop and monitor budgets to support the communication initiatives identified annually for SaskCulture and Creative Kids.

2. Help ensure, in conjunction with the Management Team, that SaskCulture is responsive to the changing needs of Saskatchewan’s cultural community, key decision-makers, partnerships, as well as sharing the benefits of building and maintaining a culturally vibrant province. 
a. Develop and implement action plans that focus on ensuring the awareness, understanding and commitment to culture by government decision-makers and community stakeholders. This includes Culture Days, Culture Builds Community and various advocacy strategies;
b. Monitor trends and issues related to culture in Saskatchewan to support the development of relevant communication responses;
c. Consult and/or survey public stakeholders to identify their awareness of cultural activities and SaskCulture’ role in the province; and
d. Develop strategies to partner with the cultural community to build an advocacy network and respond to emerging issues.

3. Oversee the delivery of Culture Days in the province by ensuring that SaskCulture has the necessary information, action plans and resources in place to bring the annual event to successful fruition. 
a. Ensure awareness, and support engagement, of Culture Days opportunities throughout the province; and
b. Manage SaskCulture’s connection to the national Cultural Days initiative.

4. Support the management and direction of the organization as part of the Management Team.
a. Review and recommend options for key strategic movement of the organization in conjunction with the CEO and other managers within the Ends established by the Board;
b. Monitor and sign payments that support financial decisions, as needed;
c. Attend or speak on behalf of the organization, as required; and
d. Compile reports on SaskCulture’s progress for regular board meeting.

5. Supervise and coach communications staff members, encourage staff development, as well as plan and delegate human resources for identified areas of responsibility. 
a. Provide direction and coaching to staff members working on communications to facilitate their effective contribution to the organization;
b. Participate in the hiring, training, development and review of positions supporting communication and advocacy functions;  
c. Recruit, hire and manage contracts of external services when required; and
d. Work with the Management Team on staffing issues and concerns.

KNOWLEDGE, SKILLS AND ABILITIES:
[bookmark: _Hlk181698104]The incumbent should be client-focused, with strong communication, leadership, strategic thinking and problem-solving skills, as well as the ability to facilitate discussions, evaluate programs, write/edit, conduct research, budget and work comfortably in a digital environment.  


KEY CORE COMPETENCIES:
· Intercultural Competency: Must have the experience and ability to understand a diversity of cultural values, behaviors, attitudes and practices and be able to work effectively cross-culturally and be proficient in integrating diverse peoples, worldviews, traditions and experience into SaskCulture’s strategic directions.  Must be able to contribute to the integration of diverse perspectives and worldviews to support an inclusive work environment within SaskCulture, as well as practice culturally informed and inclusive processes in the delivery of programs and services to communities in Saskatchewan. Must be familiar with the histories, cultures, traditions and beliefs of First Nations and Métis people impacted by colonization and be proficient in integrating Indigenous peoples, worldviews, traditions and experience into SaskCulture’s strategic directions.
· Community Aware and Focused: Must have knowledge of the cultural needs of diverse peoples in Saskatchewan, including cultural groups, organizations and communities, as well as familiarity with SaskCulture’s membership, stakeholders and volunteers, and have a commitment to provide responsive services that evolve with changing needs.  Must work respectfully within a diverse and multidisciplinary environment.  
· Team-Orientation: Must be committed to being a team player and working to meet team goals.  Must effectively manage conflict and work to facilitate consensus.  Must be committed to fostering effective teamwork, both within SaskCulture and between the organization and its stakeholders.
· Communication: Must be able to listen to, synthesize, interpret, and accurately convey sensitive and complex information and opinions of diverse audiences with clarity, conciseness and professionalism, in both verbal and written contexts.
· Leadership: Must be willing to share areas of competence with others.  Must be willing to coach and encourage the meaningful contribution of others both within and external to the organization.  Must show personal leadership within the position, through managing multiple projects and priorities, identifying roles, delegating work with clear expectations, meeting timelines consistently and making decisions when required.
· Strategic Thinking/Problem-solving: Must be a strategic thinker and creative problem-solver with the ability to anticipate opportunities and challenges, and determine required outcomes.  Must be able to develop innovative approaches for the organization’s systems and processes.  Must be willing to participate in the ongoing change process required of an organization that values the cultural community and recognizes the importance of the past to informing the future.

JOB SPECIFIC COMPETENCIES
· Staff Management & Supervision Skills: Must demonstrate employee management skills by delegating responsibility and coaching employees to develop their capacities through setting clear goals and expectations, tracking progress against these goals, ensuring feedback, and addressing performance issues promptly.   
· Verbal, Written & Electronic Communication: Must understand and be able to communicate clearly and concisely in all formats to a variety of audiences.
· Budget & Planning: Must have an understanding of budget development and monitoring.
· Facilitation Skills: Must be skilled at leading discussions, with groups with varying interests, with the objective of reaching agreement/ consensus. 
· Communication Management and Program Evaluation: Must demonstrate communication management skills including the ability to develop, deliver, analyze and evaluate communication programs. Must be familiar with, and uphold, SaskCulture’s principles and values as outlined in its constitution.
· Computer Skills: Must have a good working knowledge of computer programs such as word processing, spreadsheet and database software, social media, AI technology, survey software and website development. 
· Human Resources: Must have a general knowledge of fundamental human resources management systems and processes including administrative systems, policy development, recruitment, performance reviews, compensation, supervision, coaching and employee relations. 
· Cultural Knowledge: Must have knowledge of cultural communities in Saskatchewan with a commitment to providing responsive services that meet their changing needs. Requires a general knowledge of cultural activity in the province, as well as the role of SaskCulture and the non-profit organizations that make up the cultural community. Must work respectfully within an environment of many cultures as well as a multidisciplinary environment. Must be informed of current trends, demographics and broad social realities that affect numerous cultural groups, diversities and cultures. 
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