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Job Title: Administrative Officer

Department: Facilities

Reports To: Director, Business Operations

Jobs Reporting: Payroll and Employee Relations Coordinator
Salary Grade: USG 10

Effective Date: August 2023

Primary Purpose

The Administrative Officer oversees and manages human resources functions and processes across all
divisions of Facilities, ensuring consistency and the leveraging of best practices in all administrative
aspects as well as adherence to university policy and procedures, the collective agreement, and
government legislation.

The Administrative Officer acts the initial consultant within Facilities as it relates to HR matters, providing
comprehensive advice and support to client groups across all operating units, and escalating items to
central HR as appropriate. The incumbent plays a strategic role across a broad spectrum of HR related
areas for the facilities portfolio, including employee & labour relations, recruitment, onboarding, training
and development, and payroll. This position embodies the centralized historical knowledge and context of
employee relations, collective bargaining, organizational culture and related employee matters.

University of Waterloo infrastructure comprises of over eight million square feet, eighty major academic
buildings, and three satellite campuses supporting state of the art teaching and ground-breaking research.
Responsibilities will align with the goals of Facilities contributing towards providing a safe and accessible,
invitingly clean and comfortable, functionally enriched and well-maintained campus environment through
service excellence.

Key Accountabilities

Strategic Initiatives

e Leads implementation of large strategic initiatives on behalf of Facilities (e.g. Workday expansion,
attendance management) to support more efficient operation of HR/LR/payroll systems.

e Advises the ED in the development of workforce plans providing perspective of historical practice,
UW processes, LR requirements, and CUPE Collective Agreement.

¢ Develops and implements matrices to ensure the organization is operating efficiently and effectively,
servicing client needs within budget moved.

e Supports the ED in developing strategic goals for Collective Agreement negotiations.

e Ensures that goals for Plant Ops CUPE units are coordinated with Food Services CUPE units
forming an integrated approach to Union Management on campus.

Labour Relations and Operational Support for the Collective Agreement

o A key resource to senior management maintaining a comprehensive understanding of all units
within Facilities and supporting CUPE labour relations.

e Maintains a current and comprehensive knowledge base of collective bargaining agreements
(CUPE 793), as well as relevant arbitrations, mediations, other settlements, and past practices; and
provides interpretation and advice to staff, management and senior leaders based on the foregoing.
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Interprets policies and collective agreement provisions, based on an understanding of how such
policies and provisions came about, as well as a broad, in-depth knowledge of past practice.

Lead bargaining preparation which includes working closely with CUPE directors to identify issues
for the Collective Agreement and supports prioritization of items selected for bargaining.

Manages tier one grievances within the portfolio, including a review of the CUPE grievance drafts to
ensure accuracy and consistency of management responses applying the Collective Agreement
obligations.

Facilitates regular CUPE Director’s meetings, Union Management Meetings, as well as monthly
update meetings with the broader CUPE supervisory group.

Facilitates and oversees the annual vacation planning process for the CUPE employee group in
accordance with the Collective Agreement.

Provides primary advice and counsel to portfolio leadership as it relates to CUPE, labor relations,
and payroll best practices, escalating issues to central Human Resources as needed.

Employee Relations and Human Resources Administration

Provides critical and timely responses and serves as a link between senior leadership, for human
resources related questions, concerns and the interpretation of policies.

Advises and supports hiring managers on human resources best practices for job description
development, staff recruitment and on-boarding processes.

Provides information, recommendations and supports review of organizational structures and job
function in Facilities to ensure that human resources are effectively deployed and managed.
Develops, manages and facilitates effective and successful onboarding and offboarding programs
for Facilities.

Mentors and supports leaders in the implementation of employee related process changes.
Interprets and explains human resources policies, processes, and relevant legislation.

Manages employment records and databases, including but not limited to pay rates, supervisory
structure, employee premiums, employee status, time reporting, training and certification,
performance documentation, salary changes, etc.

Prepares documentation and participates in Staff Relations Committee meetings for any
organizational changes, on behalf of Facilities, as necessary.

Maintains and updates human resources related documents such as organizational charts, job
descriptions, etc.

Develops, maintains, and promotes portfolio-wide standards and practices for dealing with human
resources issues, supporting managers and directors in action on and maintaining these standards
and practices.

Proactively identify trends in staff patterns of activity across Facilities, identifying systemic ussies,
developing strategies, implementing solutions and engaging portfolio leaders in embracing and
consistently carrying out corresponding action plans, engaging other departments as appropriate (ie.
HR, Safety Office, etc)

Payroll and Reporting

Manages the preliminary approval of the regular bi-weekly payroll for over 360 employees with a
total annual value of approximately $20M, applying professional judgement in evaluating
reasonableness and completeness, identifying any discrepancies and ensuring resolution.
Responds to questions & complaints about pay, manages reconciliation of records, and ensures
prompt resolution of issues raised.

Generates payroll and attendance reports and develops KPI’s for the Executive Director, as
required.

Maintains an in-depth understanding of the University’s central payroll processes and systems, and
how Plant Operations processes and systems integrate.
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¢ Monitors and reconciles position information with that of HR and Finance as required, ensuring that
Plant Operations data appropriately feeds through to central systems for overall accuracy across alll
platforms.

Staff Management

e Provides leadership and management to staff within assigned portfolio

e Conducts Annual Performance Evaluations with direct reports and ensures adherence to Annual
Performance Planning and Review process within the portfolio.

o Fosters responsiveness, collegiality, continuous improvement and high level of customer services
throughout the entire Facilities group.

e Promotes a culture of continuous improvement in terms of efficiency and leveraging systems
capacities and new technologies.

e Ensures that effective health and safety processes are in place: incident prevention by establishing,
adhering, and ensuring assigned support staff are following departmental policies, procedures and
safe work practices required by the University Environmental Health & Safety, and environmental
management system (HSEMS), and in accordance with relevant health and safety legislation,
developing, promoting and enhancing a safety culture among staff

*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 degree or College Diploma in Business, specializing in Industrial Relations, Human
Resource Management or equivalent education and related experience

e CHRP / CHRL cetrtification is a strong asset

Experience

e 8-10 years of experience managing employee relations and HR matters in a unionized environment,
preferably in a post-secondary environment.

e 5 years of progressive experience specifically administering payroll in a unionized environment.

Knowledge/Skills/Abilities

Strong leadership, team building and communication skills.

Outstanding organizational, analytical, and problem-solving skills

Demonstrated ability to work cross-functionally and collaboratively with others.

Strong knowledge of labour law, ESA, collective agreement language, human rights and AODA.

Very strong tact and interpersonal skills/abilities

Ability to build trust and strong relationships.

High degree of responsiveness, ability to complete tasks swiftly and accurately, maintaining

absolute confidentiality.

Ability to champion change and continuous improvement.

¢ Ability to negotiate solutions in a complex organizational environment.

e Strong computer and database background, including solid understanding of Microsoft 365 and
related applications.

¢ In depth knowledge of labour relations and human resource practices in unionized and non-
unionized environments.

e Working knowledge of Workday and iCIMS would be considered an asset.
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\ o Detailed knowledge of CUPE 793 is an asset

Nature and Scope

o Contacts: Internally this role has significant daily contact with senior leadership, supervisors,
managers, directors, and all employee types within Facilities. Across the University this role has
regular contact with various roles across many levels within Human Resources (HR Partner, Payroll,
Benefits, etc.), Occupational Health, Safety Office, LIS, Special Constable Services, CUPE 793
executive team, and Food Services.

o Level of Responsibility: Review, evaluate and provide preliminary approval of bi-weekly payroll with
a total annual value of ~$20M, identifying discrepancies and ensuring timely and satisfactory
resolution; managing staff; provides extensive advice to those in higher positions of authority and
sometimes has to disagree with those individuals or tell them things they may not want to hear; Deals
with a significantly high volume of confidential information; is the centralized source of knowledge and
information of a wide variety of HR related matters and historical context for the portfolio; expected to
fully understand the collective agreement and how to interpret it for payroll, bargaining and a wide
variety of other applications.

o Decision-Making Authority: Organize resources and establish priorities; recommend HR planning
policies and uphold related institutional policies; interpret University policies and collective agreement,
application and compliance and resolving related issues (i.e. human resources); etc.

e Physical and Sensory Demands: Significantly high volume of work with unpredictable interruptions
and distractions and competing priorities; Extensive requirement for attention to detail and accuracy of
data/information. Unpredictable workload that cannot be planned. Ability to work under tight
deadlines. Routine exposure to stress and emotionally charged situations due to the nature of the job.

e Working Environment: Office-based; May be required to work beyond normal work schedule (stat &
UW holidays — pay run, negotiations outside regular business hours, etc)




