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Job Title:  Director, Faculty Relations & Planning 

Department:  Dean of Arts Office 

Reports To:  Dean of Arts 

Jobs Reporting: Faculty Services Coordinator, Executive Assistant to the Dean, Faculty 

Services Manager 

Salary Grade: USG 14 

Effective Date: June 2021 

 

Primary Purpose 

The Director, Faculty Relations and Planning (DFRP) is a leader and key advisor to the Dean and 
academic unit heads (fifteen Department Chairs and two School Directors) in the areas of planning 
(strategic and operational), organization and governance, and faculty relations (the employment of and 

relationships with and among faculty members).  

The primary responsibility of the DFRP is to oversee and advise on activities that facilitate strategic 
planning, complement planning, Faculty governance, and faculty relations (recruitment and hiring, 

performance evaluation, promotion, recognition, dispute resolution, and discipline) for 330+ faculty 
FTEs (as well as additional part-time faculty, post-doctoral fellows, research associates, and 
visiting faculty), allowing for effective delivery of programs and services in support of strategic 

priorities, aspirations, and values of the Faculty of Arts.   

Exercising judgment and discretion, the DFRP provides expert advice (mindful of the Faculty’s 
strategic plan and in keeping with the Memorandum of Agreement between UW and the Faculty 
Association of the University of Waterloo (the MOA), UW policies, and best practices) to the Dean 
and academic unit heads, and is the primary liaison with the Provost’s Office, the Secretariat, the 
Legal and Immigration Services Office, Human Resources, the Conflict Management and Human 

Rights Office, and the Faculty Association of UW (FAUW) for all matters relating to faculty relations 
and employment.   

The DFRP is a senior advisor to the Dean (along with Associate Deans, the Executive Officer, the 
Director of Advancement, and the Communications Manager) and is a supervisor of Dean’s office 
staff.  In the absence of the Executive Officer, the DFRP is the EO’s delegate 

 
 

Key Accountabilities 

 

Strategic and operational planning 

• Establishes, maintains, and implements a process and framework for strategic planning in the 
Faculty of Arts (in partnership with the Executive Officer) 

• Sources, reviews, analyzes, and interprets data for consideration in the development of the 
Faculty’s strategic and operational plans 

• Provides input to the Dean and senior academic administrators on implementation of the 
Faculty’s strategic and operational plans, conducts ongoing research and environmental 
scanning in support of monitoring, measuring performance, and reporting on the Faculty’s 

strategic plan 

• Identify, create, analyze faculty data to support the strategic directions of the Faculty and inform 
decision making 
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Manages the Faculty’s complement targets and hiring plans 

• Facilitates, informs, and provides counsel on the development and updating of long-range 

complement targets for faculty and staff across all units in the Faculty 

• Responsible for developing, tracking, and reporting on annual faculty and staff hiring plans 

• Builds and maintains the tools and datasets required to ensure accurate reporting and allow 
for verification of Faculty complement data with other University records (e.g. Finance 

complement records, Human Resources) 

• Conduct research, develop reports, communicate information to decision makers 

 

Faculty and University Governance 

• Oversees searches and advises on appointments of Department Chairs, School Directors, 

Associate Deans, and acting and interim appointments in these roles  

• Oversees nominating and confidential election processes for Faculty and Department-level 

committees 

• Advises academic unit heads on MOA requirements, UW policy, and best practices related 

to committee constitutions and their responsibilities 

• Liaises between the Faculty and the University leadership and governance (e.g. Provost’s 
Office and Secretariat) on policy matters, committee appointments, and nominations to 
university governance bodies 
 

Faculty Relations 

• Provides policy interpretation and counsel to academic unit heads and the Dean regarding 
recruitment, appointment, performance evaluation, reappointment, tenure & promotion, and 
recognition of faculty members and faculty-related appointees (i.e. part-time instructors, 
post-doctoral fellows, research associates, visiting faculty, etc.) 

• Provides timely, knowledgeable, confidential, sensitive, and critical counsel to academic 
unit heads and the Dean in cases of workplace accommodations, concerns or complaints, 
leaves and return-to-work arrangements, dispute resolution possibilities, policy infractions, 
and possible discipline related to faculty members 

• Assesses issues for current and potential risks and escalates to the Dean as required 

• Liaises between Faculty and University offices (FAUW, Occupational Health, Human 
Resources, CMAHRO, Secretariat, Legal & Immigration Services, Police Services, Provost) 
related to all activities above 

• Engages external agencies or consultants as appropriate (i.e. workplace assessments, 
workplace investigations, mediation and dispute resolution) 

• Provides guidance on relevant legislation and University human rights policies and procedures 
and maintains current knowledge of institutional practices in this area. 

• Coaches line management one-on-one on effective case management. 

• Creates and maintains effective communications with senior administrators/department heads to 
ensure best efforts are made to resolve complaints informally and internally.  

• Advises complainants and respondents as to processes and steps involved in advancing and 
resolving issues related to human rights. 

• Provides ongoing support to line management related to their statutory obligations when 
addressing concerns of harassment and/or discrimination. 

• Provides guidance on how to write and respond to formal complaints of harassment and 
discrimination. 
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Faculty Compensation 
• Provides counsel to the Dean on compensation packages for new faculty, including starting 

salary, start-up grant, research awards, and stipends 
• Reviews salaries for anomalies and competing offers and recommends redress for equity 

or retention 
• Manages performance review and annual Faculty Salary Increase processes 

o Coaches Chairs and Directors and provides guidance for atypical situations 
o Manages Faculty recommendations for Outstanding Performance Awards to ensure 

compliance with requirements (MOA, Section 13) 

• Manages process for communication of ratings and handling of disagreements  
 

Communications and Relationship Management 
• Advises the Faculty leadership on correspondence dealing with sensitive matters that may 

require considerable discretion and judgment 
• On behalf of the Dean, communicates with prospective faculty members, faculty members, 

and faculty administrators 
• Drafts and finalizes important memos, emails or other forms of communication on behalf of 

the Dean 
• For issues related to faculty employment, Dean’s delegated liaison with the Provost’s 

Office, University Appointments Review Committee, Human Resources, Secretariat, Legal 
and Immigration Services, Occupational Health, and FAUW 

 

Administrative Leadership and Supervision 
• Leads and supervises the core administrative team of the Dean’s Office, including the 

Executive Assistant to the Dean, the Faculty Services Coordinator, and contract staff 
• Hires, trains, and develops employees within the core team to ensure growth, professional 

development, and succession planning 
• Conducts performance reviews with direct reports including identifying training 

opportunities, defining mutual goals and objectives and performance improvement plans 
• Promotes team spirit, engages, and motivates employees to establish and foster 

cohesiveness, collaboration, and commitment to exceptional client service and quality 
improvement 

• Supports opportunities for continuous improvement and develops efficiencies to balance 
workload within the core team 

• Analyzes internal processes, recommends, and implements procedural or policy changes 
to improve operations within the core team and Faculty that align with university policy 

• Supports and guides processes for organizational change within Arts, works with units 
heads, Human Resources to achieve strategic goals 

• Deploys staff to meet Faculty goals and objectives effectively and efficiently 
 

 
*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 (minimum undergraduate, graduate degree preferred)  
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Experience 

• 8-10 years of experience in roles of progressive responsibility in an academic setting, resulting 
in a solid understanding of the university’s collegial and complex organizational structure and 
governance. Demonstrated ability to identify issues of concern and potential concern, and to 
advise, coach, and manage toward creative and effective solutions. Advanced knowledge of and 

experience interpreting UW policies, procedures, and guidelines, as well as familiarity with 
employment standards, employment equity, and immigration of non-Canadians for the purpose 
of employment are preferred. 

 

Knowledge/Skills/Abilities 

• Outstanding interpersonal skills and proven relationship-building success 

• Demonstrated ability to serve as a trusted and knowledgeable resource to senior leaders 
and managers within an academic environment 

• Superior written and verbal communication skills and a proven ability to handle sensitive 
and confidential information with discretion 

• Demonstrated ability to influence, counsel, deliver advice, interpret policy, and to guide best 
practices in planning, implementation, review, assessment, and reporting 

• Intermediate to advanced computing skills including MS Word, Excel, PowerPoint, and 
Teams 

• Ability to guide and provide training to others on new processes and programs 

• Enthusiastic individual who possesses the ability to engage and motivate others, develop 
cohesive and collaborative teams to ensure service excellence 
 

 
Nature and Scope  

• Contacts: Internally, communicates with members of the Faculty’s leadership and 
management team (Dean, Associate Deans, Academic Unit Heads and Administrative 
Managers) and members of University offices: Provost’s Office, Secretariat, Legal and 

Immigration Services, Conflict Management & Human Rights, FAUW, and Institutional Analysis 
and Planning to consult, advise, plan, problem-solve, and manage risk.  Externally, consults 
and contracts with agencies and legal firms providing workplace assessments, investigations, 
mediation, and dispute resolution. 

• Level of Responsibility and Decision-Making Authority: Significant level of responsibility 
and accountability to directly support the Dean, the Faculty leadership, and the strategic plan 
of the Faculty. Often manages highly confidential and complex issues which may require risk 

mitigation. Regularly communicates with internal and external parties on highly sensitive 
subjects, acts on behalf of and is a delegated signing authority of the Dean. Must be self -
directed in managing the responsibilities of the portfolio, demonstrating knowledge and 

extensive experience with the MOA and university policies as well as a creative and thoughtful 
approach for problem-solving of new and unusual issues. 

• Physical and Sensory Demands: minimal physical demands, typical of work in an office 
environment 

• Working Environment: regular exposure to stress and emotionally charged situations due to 
the nature of the faculty relations portfolio, including complaints and appeals not resolved at 
lower levels being elevated to the Dean for disposition; unpredictable workload that cannot be 
planned in advance; competing priorities; responsible for creating and maintaining a healthy 
and supportive work environment, training, supervision, and performance evaluation for staff.  
 


