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Job Title:  Manager, Career Education  

Department:  Centre for Career Development (CCD) 

Reports To:  Associate Director, Career Education 

Jobs Reporting: Career Advisors 

Salary Grade: USG 12 

Effective Date: April 2025 

 

Primary Purpose 

The Manager, Career Education oversees the design and delivery of career development education and 
services for undergraduate students, graduate students, postdocs and alumni connected to two of the six 
faculties. Together with their team, the Manager, Career Education successfully integrates career 
education into the student experience (academic and co-curricular) of the University of Waterloo, as well 
as the alumnus experience.  
 
The aim of the CCD is to support learners in clarifying how their developing skills and evolving values, 
needs and desired impact can enable them to engage purposefully with their community and the world of 
work, even in the face of change and uncertainty. Career development education helps learners make 
connections between classroom learning and the labour market, supporting their career readiness. 
  
Alongside career education integration at the faculty level, the Manager, Career Education contributes to 
the leadership of CCD through activities such as strategic planning, communication, staff management, 
training and development, collaboration, and project management. Collectively, the CCD leadership 
oversees the design and implementation of inclusive career education services and programming for all 
learners. 
 

Key Accountabilities 
 

Lead career services 

• Design and execute strategic career development plans to support learner career readiness within 
areas of oversight 

• Contribute to the development of CCD wide strategic plans; ensures areas of oversight complement 
CCD strategic plan, CEE strategic plan, faculty-specific strategic plans and overall UW strategic 
plan 

• Function as a member of the CCD leadership team; chair meetings and represent department on 
CEE and campus wide committees as required 

• Collaborate with CCD leadership including other managers to ensure complementary service 
delivery and accessible programming across all populations 

• Act as the subject matter expert on both career development and the two faculties overseen; consult 
across CCD to ensure career development needs across populations are met effectively 

• Champion high quality service delivery that meets needs of all learners, including equity-deserving 
populations 

• Stay current on labour market trends, career development theories, and relevant research and best 
practices. Decisions are evidence-based drawing on a combination of relevant literature, service 
trends/data and learner feedback where applicable 
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• Work closely with the Associate Director, Career Education and the Manager, Operations to 
establish and evaluate programmatic outcomes 

• Set direction and optimize resourcing across team to meet objectives 

• Create and maintain positive working environment for CCD staff 

• Identify and implement continuous improvement measures to enhance department operations and 
service delivery 
 

Staff Management 

• Lead the Career Advisor team aligned with area of oversight; set clear and reasonable expectations, 
provide ongoing feedback, and establish a solid foundation for performance through comprehensive 
training 

• Contribute to and help team maintain effective work team dynamics 

• Manage performance through both formal and informal methods, such as through regular feedback, 
strengths-based coaching, one-to-ones and the appraisal process 

• Responsible for hiring, onboarding, training, offboarding 

• Motivate staff to do their best work; ensure staff have the necessary tools, resources, information 
and accommodations 

• Tailor approach to meet individualized staff needs, support staff growth trajectory 

• Ensure a comprehensive and quality career development education experience for learners that is 
tailored to diverse lived experiences and contextually relevant to labour market trends and emerging 
needs of employers 

 
 

Build and maintain strategic relationships 

• Develop productive, collaborative working relationships across CCD, across the CEE portfolio, and 
across UW 

• Build trust with key stakeholders including staff in Co-operative Education, Centre for Work-
Integrated Learning, Strategic Enablement Team, Work-Learn Institute; Student Success Office, 
Graduate Studies and Postdoctoral Affairs, Alumni Relations, Writing & Communications Centre, 
Registrar’s Office, AccessAbility Services, Library, Centre for Extended Learning, Centre for 
Teaching Excellence, Organizational & Human Development, Campus Housing, Counselling 
Services, EDI-R Office, Office of Indigenous Relations, WUSA, SVPRO, Affiliated and Federated 
Institutions and across the faculties.  

• Support the Director and Associate Director to identify and develop strategic partnerships that build 
the university’s capacity to support learner career readiness  

• Educate stakeholders about CCD’s mission, vision, values and strategic plan and demystify the 
career development process 

• Influence the adoption of career education interventions in course, program and faculty curriculum 
settings 

• Negotiate career service delivery with stakeholders to ensure an effective, integrative plan and 
effective service navigation 

• Connect nationally with post-secondary career educators to surface opportunities and new 
approaches 
 

Administration and Project Management 

• Lead the identification, development and implementation of projects to advance the career 
readiness of students across campus 

• Contribute to ensuring effective CCD and CEE communications 
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• Coach staff on content development that aligns with CCD priorities and CEE frameworks (e.g., 
Purposeful Work; Future Ready Talent Framework) 

• Co-lead initiatives advancing career education and work-integrated learning programming alongside 
CEE colleagues  

• Contribute to the development and revision of departmental processes/policies 

• Chair CCD working groups; set direction, monitor progress and evaluate outcomes of deliverables 
 

 
*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 

• University degree required; Master’s degree required (relevant discipline such as leadership, 
education or counselling preferred) 

• Equivalent combination of education and experience may be considered 

Experience 

• Management experience in a human services setting, preferably in career development 

• Experience leading, managing and coaching teams 

• Experience developing and implementing effective strategic initiatives in collaboration with others 

• Experience building relationships with a variety of stakeholders within a complex environment 

• Experience measuring and reporting on program effectiveness 

• 5+ years’ experience advising populations in a human services setting; advising clients in a career 
development role strongly preferred 

• Experience designing/delivering programming that is inclusive, accessible and needs-driven; 
developing career education activities linked to curriculum preferred  

• Experience managing and delivering on strategic projects  

• Experience operating in an employment counselling, career advising or career counselling setting 
preferred 

• Experience operating within a post-secondary co-operative education and/or experiential education 
system is an asset 

Knowledge/Skills/Abilities 

• Knowledge of career development, student development and experiential learning theories 

• Knowledge of best practices in advising 

• Ability to build trusting relationships with others across complex organizational lines 

• Ability to think critically, problem solve and make well-reasoned decisions  

• Demonstrated ability to take initiative, function effectively both independently and collaboratively, 
and be flexible 

• Ability to make recommendations to senior leadership on a variety of topics including budget 
allocation 

• Skills in leadership, team development and individual coaching 

• Advanced skills in program development 

• Excellent active listening, facilitation, writing and oral communication skills  

• Strong organizational, prioritization and time management skills 

• Awareness of own social location and how it affects power dynamics across reporting relationships 
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• Highly attuned to trends and directions within labour market, post-secondary education, and 
business, with a demonstrated globally minded, innovative orientation 

• High degree of organizational citizenship and political acumen 
 

 
Nature and Scope  
• Contacts: Internal: The manager deals at a senior level with co-workers from many departments 

across the UW campus, including Co-operative Education, Library, Centre for Extended Learning, 
Counselling Services, Centre for Teaching Excellence, Campus Housing, Registrar's Office, Human 
Resources, Office for Organizational and Human Development, AccessAbility Services, Student 
Success Office, Alumni Relations, Centre for Work-Integrated Learning, Writing and Communications 
Centre and personnel across the faculties. External: The manager connects with senior staff across 
the PSE sector (especially other career centers) via professional associations, critical meetings and 
conferences. The manager connects with key partners in community and industry.    

• Level of Responsibility: Functions as a member of the CCD leadership team. Responsible for 
supporting, coaching and performance managing direct reports. Responsible for developing and 
maintaining a variety of stakeholder relationships.  

• Decision-Making Authority: The manager leads their staff team and has authority to determine how 
deliverables are met across the resources at their disposal. The manager is the first point of contact for 
staff experiencing challenges in appointments, workshops, with projects or with colleagues. The 
manager has authority for problem solving these issues. The manager will be the key point of contact 
for managers across campus looking for career service integration support. They have authority to 
negotiate the terms of service delivery in spaces connected to their portfolio. The manager will lead 
projects and will have authority to determine how they are designed, developed and prioritized.  

• Physical and Sensory Demands: This role requires exertion of physical or sensory effort resulting in 
slight fatigue, strain or risk of injury. This role will experience regular disruptions to productivity via 
direct reports looking for ongoing support.  

• Working Environment: This role involves minimal psychological risk resulting from unavoidable 
exposure to hazardous, disagreeable or uncomfortable environmental conditions. The Manager role 
may include exposure to emotionally disturbing experiences and/or interactions with people who are 
upset, angry, abusive, aggressive, unstable, or unpredictable (i.e., occasional emotionally charged 
issues with students who require counselling); travel requirements (i.e., occasional travel to 
conferences); unusual hours or schedules; and irregular and/or high volumes of deliverables. As well, 
the Manager may experience last-minute requests for reports or presentations 


