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Job Description

Job Title: Student Relations Manager

Department: Co-operative Education

Reports To: Director, Student and Faculty Relations

Jobs Reporting: Student Relations — Co-op Experience Advisors
Salary Grade: USG 13

Effective Date: January 2026

Primary Purpose

The Student Relations Manager leads, manages and coaches faculty-aligned teams of Co-op Advisors in
support of the co-op program and work-integrated learning (WIL). The Manager will ensure that throughout
the co-op program, learners are provided with person-centred advising that is grounded in WIL pedagogy,
student thriving, skill development coaching and best practices for inclusive student advising. The Student
Relations Manager ensures efficient and effective teamwork and consistency of implementation of
regulations, rules and procedures within their faculty aligned group and CEE.

The Student Relations Manager works collaboratively across CEE units with a focus on faculty and industry
relations. In this capacity, the Manager partners with Faculty Relations Manager(s) to identify requirements
for core and faculty-specific resources that support co-op program delivery and collaborates with the
Industry Relations team to foster positive industry, employer, and community partnerships. Integral to team-
level operations, the Manager contributes to the goals of Co-operative and Experiential Education by
ensuring cross-team collaboration and coordination, delivering a quality student experience, and supporting
constructive working relationships with students, faculty, employers, and CEE colleagues.

Key Accountabilities

Lead Quality Advising for Co-op Students

e Design and execute co-op advising strategies and associated resources and supports for learners in
CO-0p programs

o Assess and determine faculty-specific and common resources and tools that will equip Co-op
Advisors in the implementation of co-op pedagogy and advising

o Partner with the Industry Relations team to stay informed about employer expectations and workforce
trends, translating this knowledge into actionable work preparedness resources and advising
approaches that enhance student readiness for the workplace

e Collaborate with the Centre for Career Development to ensure complementary service delivery and
accessible programming across all faculties

e Act as the subject matter expert on WIL pedagogy and workplace learning, Co-op regulations, policy
and process, and be knowledgeable about faculty/program specific learning outcomes; consult
across CEE to ensure co-op program needs across all programs are met effectively

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

e Stay current on labour market trends, workplace readiness, skill 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

e Collaborate with other campus advising units to share advising training, best practices and holistic
student support across the institution.
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Ensure a comprehensive and quality WIL and Co-op experience for learners that is tailored to diverse
lived experiences and contextually relevant to labour market trends and emerging needs of
employers

Work closely with the Director, Student and Faculty Relations to establish and evaluate programmatic
outcomes

Engage with the Co-op Student Experience team on the outcomes of the co-op student experience
report and identify opportunities for continuous improvement in the student experience

Create conditions for high-quality co-op learning experiences for students

Provide leadership to the Student Relations team on labour markets and industry trends, student
recruitment and hiring patterns

Contribute to positive and constructive employer, community, and industry relationships in
support of CEE and Industry relations goals that maintain co-op program standards.

Provide insight into the student workplace experience to ensure alignment between employer
practices and co-op program expectations.

Serve as an expert on student workplace experiences to support quality employer partnerships.

Lead and manage direct reports in support of Co-operative Education mission, vision and guiding
principles including:

Inspire, empower, mentor, and manage a high-performing, resilient team, to ensure delivery of
department goals while upholding the University’s Basic Principles and CEE’s vision, mission, and
guiding principles.

Ensure team members manage student caseloads from a student-centric approach that meets Co-op
learning outcomes and key dates for interventions (e.g., consults, follow-up, termly processes)
Provide strategic oversight of team capacity and resource allocation, analyzing workload and
caseload data to optimize portfolio coverage based on enrollment trends, programmatic demands,
and anticipated staffing needs including planned and short-term leaves

Direct the consistent implementation of co-op regulations, rules, procedures and communication in
collaboration with other Student Relations Managers, consulting and collaborating as required with
colleagues in CEE (e.g., SET process managers and the Communications, Engagement and Digital
Experience team, Faculty Relations Managers, Co-op Student Experience team and the Industry
Relations Team)

Collaboratively lead faculty-specific team meetings with FRMs, CCD managers, and colleague SRMs
to ensure that team members have expertise on programs, skill development, and the breadth of
work experiences for students

Ensure team members have access to, and complete, on-going learning and development required
for co-op advisors, the faculty, and provide cross-training opportunities for professional growth so that
team members can co-create development plans

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

Responsible for hiring, training, on-boarding and off-boarding of staff.

Develop effective and collaborative team culture in support of department and CEE goals

Managing performance through both formal (performance appraisal) and informal methods such as
regular feedback, coaching and one-to-ones
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Provide overall leadership to the organization

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 Co-operative Education

Monitor business practices to ensure that Co-operative Education has the appropriate practices and
processes to work effectively internally and represent UW externally

Develop productive, collaborative working relationships across the CEE portfolio, and across UW
Build trust with key stakeholders including staff in Co-operative and Experiential Education; Student
Success Office, Graduate Studies and Postdoctoral Affairs, Alumni Relations, Registrar’s Office,
Campus Support and Accessibility, Campus Wellness, EDI-R Office, Office of Indigenous Relations,
Affiliated and Federated Institutions, and across the faculties.

Continuous improvement leadership

Lead the identification, development and implementation of projects to improve service quality,
relationships, stakeholder satisfaction, timeliness, staff capability and performance

Develop internal/external customer service standards and assessment processes to ensure
quality service delivery and take action to restore and enhance service quality

Participate in, and/or lead, working groups, Initiatives, committees and projects that builds on
new and existing best practices and continuous improvement

Contribute to CEE and SFR team goals

Required Qualifications

Education

University undergraduate degree; Master’s degree preferred in relevant disciplines, for example
education, social services, organizational behaviour.

Experience

A minimum of 5 years-experience in a human services setting is required, preferably in university
student services and Co-operative Education/Work Integrated learning

Experience leading, managing, and coaching teams

Expertise in working with post-secondary students and student advising is strongly preferred
Experience with process and systems that support delivery of quality student-centric services is
strongly preferred

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

Experience contributing to the design and delivery of programming that is inclusive, accessible and
student-centric ensuring access to Work Integrated Learning

Experience operating in an employment counselling, career advising or career counselling
setting is an asset

Knowledge/Skills/Abilities

Knowledge of Co-operative and Work Integrated Learning, student development and experiential
learning.

Knowledge of best practices in advising, preferably advising skills

Knowledge of labour markets, industry and employment trends

Ability to build trusting relationships with others across complex organizational lines

Ability to think critically, problem-solve, and make well-reasoned decisions, collaboratively and
independently as required

Demonstrated ability to take initiative, function both independently and collaboratively, and be flexible
with on-going change and flexible thinking to deliver on results

Skilled verbal and written communicator, with strong presentation skills,

A collaborative leader who motivates colleagues and team members

Demonstrated ability in working with information systems, analyzing data, and use of MS office.
Experience with Al tools is an asset

Nature and Scope
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Contacts: Internal: The Student Relations Manager is supervisor for Co-op Advisors who are assigned
students from a specific faculty and have two different faculties represented in their team. The
Manager primarily collaborates and coordinates other SRMs to ensure consistency in implementation of
co-op regulations, rules, procedures, and advising quality standards. Each manager works collaboratively
with a Faculty Relations Manager and a Centre for Career Development Manager to identify the specific
requirements of a faculty, collaborating to ensure that programming is aligned and that common co-op
programming goals are met. Working with the Senior Industry Relations Managers, they coordinate
services and case management in support of employer relationship development and maintenance.
They collaborate with International Team to share employer and student information. Co-op
procedures, implementation of co-op process, information system maintenance and data consistency,
data analytics, and all communications (central and individual to ensure consistency in tone and
approach) are coordinated with members of the Strategic Enablement team.

The manager also deals at a senior level with colleagues from many departments across the UW
campus including Campus Supports and Accessibility, Student Success Office, faculty and program
teams (most often academic advisors in coordination with the FRM), Campus Wellness, Special
Constable Services, Legal and Immigration Services, International Experience, and Human
Resources. The manager connects with senior staff across the post-secondary education sector (e.g.,
other co-op programs) via professional associations and conferences. As required, the manager
connects with partners in community and industry.

Level of Responsibility: This role provides direct supervision of others and ensures that

regulations and procedures are consistently implemented, aligning with CEE goals. The Student
Relations Manager is responsible for the overall performance of their team and participates on
teams, working groups and initiatives within CEE as required.

Decision-Making Authority: The Student Relations Manager makes people decisions relating to staff
recruitment and performance; student service decisions regarding case management and escalated
issues that impact student care and safety; business decisions relating to resource allocation for
student support, budget management, priority management, time management and consistency of
service & process.

Physical and Sensory Demands: This role 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 Student Relations Manager will be involved
in urgent student co-op matters resulting in unusual hours. The manager regularly deals with challenging
and stressful people situations including managing team and individual performance, managing people
through change, emergency situations impacting students at various work locations in North America and
resolving student or employer complaints. The Student Relations Manager may experience deprivation
caused by isolation due to working with irregular and/or high volumes, multiple and/or tight deadlines
beyond one's control, and constant interruptions (i.e. phone calls, e-mails and urgent, unplanned issues that
arise during the day. The role includes some travel for conferences or CEE business. It is a campus-
based role, with incumbents working primarily remote with expectations of regular attendance at campus-
based meetings (1-2 times monthly and as required).

*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.



