
2025/2026 WORK STUDY PROGRAM - JOB POSTING 

Before applying for a Work Study funded job, students must apply for eligibility to participate in the 
program.  Please visit our website for instructions. 

JOB TITLE: ________________________________________________ 

DEPARTMENT NAME: ________________________________________________ 

CONTACT NAME: ________________________________________________ 

JOB DESCRIPTION: 

QUALIFICATIONS: 

JOB LOCATION ON-CAMPUS: remote on campus hybrid 

HOW TO APPLY: 


	1: COOP 1 - Communications Assistant/Writer
	2: Co-operative Education Program and Career Services
	3: Joy Poliquin
	JOB DESCRIPTION: The communications assistant/writer will work closely with full-time staff in Co-op and Career, including the Senior Communications Officer, to contribute to storytelling projects that showcase student and employer experiences. 

This may include, but is not limited to:

• Writing engaging social media posts about student experiences using content previously submitted by students
• Writing stories for the Co-op and Career website
• Writing content for the Co-op and Career e-newsletter for students
• Communicating with students and employers to coordinate approval on social media content and other storytelling, and to support students and employers to create photos and videos that support these stories
• Assisting in managing logistics and promotions for various career events for students, including workshops, programs, career fairs and more
• Working in Canva to produce effective promotional material
• Other tasks as needed, including data entry and working with databases, research, report writing etc.
	QUALIFICATIONS: • Excellent writing skills to produce copy for a wide range of audiences and platforms (e.g., social media, web, print)
• Excellent time and project management; ability to prioritize tasks and meet deadlines
• Comfortable interacting and communicating with all audiences (students, employers, faculty, staff, community members, senior UVic administration)
• Familiarity with using social media management platforms (e.g., HootSuite, Facebook, LinkedIn, YouTube)
• Familiarity with graphic design programs such as Canva
• Commitment to quality, attention to detail and an ability to trouble shoot and problem solve
	HOW TO APPLY: Please send your résumé and cover letter to:

Joy Poliquin, Senior Communications Officer

Co-operative Education Program and Career Services

Email: poliquin@uvic.ca
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