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Job Title:  Governance Officer 

Department:  Secretariat 

Reports To:  University Secretary 

Jobs Reporting: None 

Salary Grade: 12/13 

Effective Date: March 2023 

 

Primary Purpose 

Reporting to the University Secretary (US) the Governance Officer acts as a neutral and objective 
resource providing procedural advice and support to three functional areas within the Secretariat:   

• the Board of Governors and its committees;   
• the Senate and its committees and councils; and   
• policy development, renewal and administration, employee and student relations committees and 

quasi- judicial processes as captured in university policies and agreements.   
   
The Governance Officer will be assigned work by the US predominantly in one or two functional areas with 
the expectation of cross-training to allow continuity of support in times of overload, vacation, or 
illness.  This may change from time to time as determined by the US.   
 
The Governance Officer will be assigned responsibility for particular committees and councils and have 
the ability and knowledge to act in the absence of an Associate University Secretary concerning the work 
of other committees and subcommittees within assigned functional areas.  The incumbent will provide 
leadership and professional support with a high level of confidentiality to the governing bodies and their 
committees, and act as a resource for internal and external stakeholders on governance-related matters. 
 

Key Accountabilities 
 

Governance Coordination 

• Organizes committee meetings (Board, Senate, Stakeholder Relations) within their areas of 
responsibility, including planning and compiling the agendas; organizing and editing briefing 
documents; providing electronic materials; liaising with committee chairs and members; resolving 
procedural issues, monitoring issues and enduring that they are forwarded to the appropriate level 
of authority for approval; recording minutes and reporting decisions within the senior administration 
and to the university community as appropriate; posting and updating of agenda packages 

• Expert administrator of the governance portal including training of other Secretariat staff and 
resource to the university community; high level of knowledge of all functions associated with the 
portal 

• Drafting briefing and speaking notes for committee chairs as assigned 

• Act as a key resource for issues arising from the work of assigned committees or processes 

• Assesses, in concert with the AUS, what information can and should be released to stakeholders to 
maintain transparency and determine what information should remain confidential; makes 
recommendations regarding such to senior staff 

• Advises on agenda requirements, meeting organization, formation for recommendations and 
motions, appropriate follow-up actions, methods of consultation with stakeholders 
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• Ensures that meeting procedures and processes are adhered to and provide advice to committees 
as required 

• Manages the communication and records retention functions of the Secretariat (as assigned), 
including records of committees and quasi-judicial proceedings, maintenance of the university’s 
policy library, communications to Senate and Board and their committees, management of filing 
systems, archiving documents and records with administrative staff, maintaining inventory of 
motions  

• Manages the Honorary Degree/Honorary Member/Distinguished Professor Emeritus nomination, 
evaluation, selection process, including organization and distribution of highly confidential packages, 
administering committee selection meeting(s) and liaising with high-profile selected nominees 

• Ensures appropriate parties in units across campus are notified of decisions of the Board, Senate, 
committees and councils and that decisions are interpreted and explained, and that all are recorded 
in various databases for historical accuracy 

• Supports the development, delivery and updating of training and education sessions for the 
University Community along with the Associate Secretaries 

• Interfaces among peer executive offices within the senior administration, providing guidance and 
direction on Secretariat procedures 

• Provides prompt and expert advice and guidance to the University Secretary, Associate University 
Secretaries and other administrative leaders regarding University Governance policies and 
procedures 

• Provides support for the review of existing policies and procedures in conjunction with the Associate 
University Secretaries and University Secretary  

• In collaboration with the Associate University Secretaries, provides support to coordinate and 
facilitate policy development and policy renewal processes 

• Support the execution and delivery of the quasi-judicial responsibilities of the Secretariat as 
captured in various University policies and agreements, including those relating to faculty, staff and 
students.  

• Elections and Nominations 

• Administers elections to the Board, Senate, and other appointments in accordance with the by-laws 
of each governing body 

• Serves as the primary point of contact for questions about elections from chairs of governing bodies 
and committees, nominees, and interested candidates, both internal and external to the university 

• Liaises with the Office of Advancement and University Relations regarding communication 
strategies 

• Ensures elections are appropriately advertised, results are announced in a timely manner, and 
records are kept up to date 

• Tracks term dates for members of the governing bodies and their committees, advises the 
University Secretary and Associate University Secretaries of upcoming vacancies, and works to 
manage governing body and committee memberships to ensure appropriate university-wide 
representation as dictated by relevant by-laws and terms of reference 

• Coordinates the nomination process for Senate standing committees 

Project Management  

• Develops project work plans, including milestones and deadlines, that align with the annual 
calendars of the governing bodies and office workflows, and monitors progress toward desired 
outcomes 

• Analyzes data, identifies trends and anomalies, and synthesizes it into easily understood reports for 
use by governing bodies, senior administration and others as required  
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• Leads the development of change management strategies to implement University Secretariat 
projects and initiatives in consultation with the associate University Secretaries 

• Works with stakeholders of various projects to determine resource requirements and project team 
roles, communicates roles and responsibilities to project team members, as well as expectations for 
timelines and deliverables 

• Manages the implementation of the project and reviews and monitors progress 

Duties within the Secretariat  

• Support governance-related matters, policy coordination and facilitation, quasi-judicial processes 
and other activities as may be required 

• May be assigned responsibility for special projects and events including governance reviews, award 
nominations, policy reviews, retreats, events, and initiatives designed to foster communication and 
collaboration between governing bodies 

• The US may assign the Governance Officer to specific areas within the Secretariat which may 
change from time to time  

 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
 

Education 

• Undergraduate degree with preferred courses related to Project Management; governance 
experience and training is a definite asset  

Experience 

• 5 years’ progressive experience in managing the work of committees or large working groups, 
preferable in a university environment 

• 2 years’ experience managing large, complex projects in a decentralized environment 

• Experience with an academic governance structure and understanding of the role of the governing 
bodies, administrative and academic policies, and quasi-judicial processes   

•  

Knowledge/Skills/Abilities 

• Judgment, analytical and problem-solving skills with a consultative and collaborative approach to 
addressing issues and opportunities 

• Project management skills to align projects with strategic goals and operational objectives, ensure 
team roles are clear, milestones are communicated, and deadlines are met 

• Ability to establish effective routines for excellent communication with all members of the team to 
maximize productivity 

• Communication skills with the ability to converse with, write reports for, and deliver presentations to 
all levels of the organization 

• Proven written communication skills, with the ability to produce content, as well as project report and 
documentation 

• Organizational skills to manage multiple activities that are accurate and thorough, sometimes of a 
complex nature 

• Ability to collaborate across internal and external boundaries to meet common objectives, improve 
outcomes and support work beyond one’s own unit 
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• In-depth knowledge of techniques for planning, managing and coordinating projects that involve a 
variety of stakeholders 

• Ability to provide solutions and ideas for improvement by using imaginative approaches where 
constructive thinking and innovation are required 

• Ability to draw on diversity of skills, backgrounds, and knowledge of people to achieve more 
effective results 

• Ability and willingness to employee a consultative and collaborative approach to addressing issues 
and making decision 

• Professional manner, tact, diplomacy, and discretion in dealing with various stakeholders and 
colleagues, including senior leadership 

• Proven ability and natural inclination to develop relationships by interacting with people in a 
professional, respectful, and diplomatic manner 

• Ability to work independently and effectively as a member of the team to achieve department goals 

•  

 
Nature and Scope  
• Contacts: Internal contact with members of the community, Board of Governors, Senator, the public 

• Level of Responsibility: Independently draft reports, proposals and motions for Board/Senate and 
their committees, employee and student relations committees, policy drafting committees, quasi-
judicial tribunals, appeals.  Prepare minutes, review, and edit agendas, manage and coordinate details 
of meetings with administrative staff, provide interpretation of policies to faculty and staff, provide 
direction and advice regarding introduction and revision to policy in accordance with Policy 1 advice 
and guidance  

• Decision-Making Authority: Reporting to the University Secretary, the Governance Officer uses 
discretionary authority to use good judgment to make sound decisions on all matters relating to their 
portfolio.  The Governance Officer provides advice regarding governance and deliberative policies and 
processes to a variety of stakeholders.  In all aspects of their work, the incumbent will identify and 
recommend procedures and practices to protect the University from undue reputational and regulatory 
risks.  At all times, the incumbent is responsible for maintaining the integrity of the work of the 
Secretariat remembering that its work is public, high profile and subject to scrutiny always meaning 
that, the very highest standards shall be applied to all aspects of work by a Governance Officer.   

• Physical and Sensory Demands: This position requires routine physical activity most of the time.  
The incumbent is frequently required to sit for extended periods of time at a desk and on the computer 
while preparing reports, documents, and minutes.  Manual dexterity is required for extended periods of 
computer work.  This position requires regular mental and visual concentration while working on the 
computer, writing and reviewing documents for details and accuracy.  Visual strain may result from 
these activities.  Listening concentration is required to respond to requests for information or take 
minutes of meetings 

• Working Environment: Minimal exposure to disagreeable conditions typical of a position exposed to 
stress and pressure in a fast-paced work environment. In this position, the schedule and pace of work 
is cyclical to correspond with the governance year, including peak period when the incumbent is 
required to increase the pace of work and prioritize tasks in order to meet more urgent demands.  On 
campus presence will be required for governance, policy and quasi-judicial activities as determined by 
the University Secretary. 


