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Job Description

Job Title: Associate Director, International Relations

Department: Co-operative & Experiential Education

Reports To: Director, Industry Relations

Jobs Reporting: Employer Experience Manager — Global, Employer Experience Manager —

USA, International Co-op Advisor, International Co-op Operations Manager
Salary Grade: USG 14
Effective Date: January 2026

Primary Purpose

The Associate Director, International Relations, in close collaboration with the Director, Industry
Relations, is responsible for developing and executing CEE’s internationalization strategy, and builds
CEE’s positioning as a global leader in Co-operative & Experiential Education, WIL and Career Education
in concert with other CEE units. The Associate Director represents CEE’s international interests across
the institution, maintaining constructive relationships across units to ensure effective collaboration, risk
management and legal compliance, competition for external funding, and strategic partnership
development with external stakeholders to achieve CEE’s and institutional goals of having an impactful
global presence.

The Associate Director leads, manages and coaches the International Relations team and is responsible
for building productive relationships with employers and students that lead to the development, retention
and overall success of credit-eligible co-op and WIL opportunities in USA and around the globe. In
alignment with Canadian industry relations, marketing and student success strategies, the Associate
Director develops a strategy, and plans and executes a tactical plan to focus efforts on the areas of
greatest priority within USA and abroad within overall CEE strategic plans and objectives. The Associate
Director develops and leads the execution of new initiatives to support the development of international
opportunities for students. The Associate Director ensures efficient and effective teamwork and
consistency of process and service across related CEE units and the International Relations team.

Key Accountabilities

Develop and lead CEE’s internationalization strategy

¢ In collaboration with the Director, Industry Relations, develop CEE’s international strategy to
advance CEE'’s reputation and global WIL leadership capability

e Within the institution’s risk appetite, design strategy and architecture for new innovative ideas to
ensure continual evolution of CEE’s internationalization plan in alignment with institutional
strategic priorities for internationalization

¢ Maintain environmental scans for major internationalization developments globally, and generate
global market intelligence related to labour market trends, immigration-related insights, co-op and
WIL maturity in various locations, and strategic growth potential

o Develop relationships across the institution, and with governments, visa providers, funding
agencies and industry partners to support growth and ongoing success of outbound student
mobility

e Design new mechanisms to support students in their international job search, and connect students
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to international opportunities

Work with the Employer Experience Manager — USA and Employer Experience Manager —

Global roles to create and ensure effective job development and retention strategies are in place

for all employers

Actively engage stakeholders that result in international co-op job opportunities in alignment with

the job development strategy for the region

Develop and deepen understanding of international student barriers to success, support needs
including Co-op Work Permit requirements, and overall trends to support job development and
student success strategies

Evolve international student support models to ensure their successful integration into the

Canadian job market, enhance their co-op student experience and ultimately support their success

in co-op and work-integrated learning programs

With International Co-op Operations Manager, oversees core employment process and hiring
supports for international employers each term, ensuring strategic alignment and cohesion across
International Relations

Responsible for ensuring first-in-class service for students and international employers in all stages
of the recruitment and hiring process

Lead and manage direct reports and ensure the delivery of results in support of CEE’s mission,
vision and guiding principles

Engage and lead the International Relations team to enhance and implement strategies, goals
and tactics to achieve targets and deliver results

Continually revise and improve outbound mobility design for improving quality of stakeholder
experience, and value and outcomes of the experiences

Coach and mentor international co-op staff to develop capability, knowledge and capacity, and
maintain morale

Provide information and context needed for employees to be effective, create effective work term
dynamics, and set goals and expectations to help employees create clear paths to success

Hire the best people available from inside or outside CEE, and hold employees accountable for
performance including consistent application of CEE business processes

Manage performance through both formal (performance appraisal) and informal methods such as
regular feedback, coaching and one-to-ones

Plan and monitor the annual budget in coordination with the Director, Industry Relations and
CEE Executive Officer

Provide overall leadership to the unit

Personally champion mission, vision and guiding principles and play a leadership role in bringing
them to life

Provide input to leadership, direction and strategic planning for Industry Relations and CEE

Monitor business practices to ensure that CEE has the appropriate practices and processes to
work effectively internally and represent UW externally

Contribute to the development of new capabilities required by the introduction of new systems, tools
or processes

Develop productive, collaborative working relationships across CEE and UW

Participate in, as needed, the identification, development and implementation of projects to improve
service quality, relationships, stakeholder satisfaction, timeliness, staff capability and performance
Especially in an international context, recommend internal/external customer service standards,
monitor satisfaction with service delivered and take action to restore and enhance service quality
Participate in working groups, initiatives, committees and projects that builds on new and existing
best practices and continuous improvement
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External relationships and Global WIL Capacity
¢ In collaboration with institutional units, develop and deepen external relationships with
partners such as CBIE, IEC, GAC, IRCC, etc. to support achievement of CEE International
priorities and objectives
¢ Monitor global funding programs, anticipate issues and opportunities, and author or review
funding proposals that are related to international mobility
o Develop networks to leverage opportunities as they become available
o Coalesce international mobility and global WIL capacity-building capabilities and ideas across
CEE units to present a powerful CEE International portfolio to campus and external collaborators
e Co-ordinate the effective representation of CEE and the institution at key platforms locally,
nationally and internationally (committees, boards, publications, presentations)
e Champion and leverage CEE’s strengths, capabilities and assets (FRTF, AAA*, risk
management, sustainability & purpose framework, etc.) towards global stewardship of
international WIL
¢ Provide valuable CEE International contributions to institutional projects on intercultural
competency development, operationalization of the internationalization strategic plan, visa student
and other inbound stakeholder experience, inter-unit outbound mobility that includes WIL, etc.

Implement the risk management plan and ensure day-to-day compliance with the risk process

¢ With International Co-op Operations Manager, liaise and coordinate with the Institution’s
Safety Abroad office on international WIL mobility- related risk management protocols, and
emergency incident response

¢ Contribute to the ongoing improvements of the risk management plan to support international
activities within CEE

e In case of crisis in a destination where students are, ensure the execution of the risk plan and take
appropriate decisions to ensure the safety of students /staff involved with regular communication
upstream and downstream until the crisis is resolved

*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
e University undergraduate degree
¢ Preferably with an international component (or equivalent international experience)
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Experience

At least 7 years’ demonstrated experience in a university-type environment as a strong business
and people leader who has successfully led team(s) of professionals charged with delivering
business results

At least 7 years’ experience with data skills to draw reports and manipulate data towards making
evidence-based decisions

Demonstrated expertise in the development, planning and implementation of co-op / WIL business
development and stakeholder success strategies, including rigorous experience in setting goals and
targets

Experience designing and implementing international risk management and safety abroad
framework(s) is required

Experience authoring 250K$ and above successful funding proposals for mobility abroad and
managing funding acquired is required

Account management and external client relationship experience management is required

Project and program management experience is required
Experience in the following areas is preferred:
* Managing a remote workforce
* Co-op education
* International trade, international relations or international business development, or
management of international education programs
» Building relationships with people from different cultures
* Knowledge about Canadian Immigration norms and policies

Knowledge/Skills/Abilities

Excellent ability to juggle multiple varied urgencies responsively

Continuous improvement mindset

Strong services orientation and flexible thinking to deliver on results

Skilled verbal and written communicator, with strong presentation skills

Team player whose leadership motivates colleagues and subordinates

Technical: MS Word: Intermediate; MS Excel: Advanced; PowerPoint: Intermediate; Remote tools:
Intermediate

Nature and Scope

Contacts: Internal: The Associate Director provides direct supervision to the Employer Experience
Manager — Global, Employer Experience Manager — USA, International Co-op Advisor, and the
International Co-op Operations Manager. The Associate Director discusses information and
collaborates with other CEE Managers, and Directors. The Associate Director exchanges information
with co-workers at all levels across the University including Waterloo International, Marketing
Undergraduate Recruitment, Office of Alumni Affairs, and Faculties. External: The Associate Director
deals with employers (C-suite, Executive or HR teams), senior Canadian government officials, senior
foreign government officials, international trade associations, and senior leadership of higher
education institutions across the world to develop jobs, partnerships, best practices, etc.

Level of Responsibility: This role provides direct supervision of others, and indirect supervision of
staff reporting to managers. The Associate Director is responsible for the overall performance of their
region and participates on teams within CEE as required. Makes recommendations on legalities and
risk issues on international mobility, and arrives at decisions within CEE and the Institution’s risk
appetite. The Associate Director is responsible for CEE’s compliance protocols related to Canadian
work-related immigration requirements (Co-op Work Permit) and minimizing risks to future
international student immigration applications, such as Post- Graduation Work Permit, within
institutional risk appetite.
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Decision-Making Authority: The Associate Director makes decisions relating to staff recruitment
and performance, and business decisions relating to resource allocation, targets, job development
focus, student support, budget management, priority management, time management, and
consistency of service & process. The Associate Director makes recommendations to the Director,
Industry Relations about international development plans for the territory.

Physical and Sensory Demands: Requires exertion of physical or sensory effort resulting

in moderate fatigue, strain or risk of injury.

Working Environment: This role involves moderate psychological risk resulting from unavoidable
exposure to hazardous, disagreeable or uncomfortable environmental conditions. The Associate
Director may be required to travel globally resulting in unusual hours and deals with challenging and
stressful people situations including managing team and individual performance, managing people
through change, and resolving student or employer complaints. The risk portfolio may require some
communications monitoring on weekends. The Associate Director may experience irregular and/or
high volumes and multiple and/or tight deadlines beyond one's control, and constant interruptions (e.g.
phone calls, e-mails and urgent, unplanned issues) that arise during the day.



