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Job Title:  Operations Manager 

Department:  Centre for Education in Mathematics and Computing (CEMC) 

Reports To:  Administrative Officer 

Jobs Reporting: Client Success Manager, Outreach Events Specialist, Contest Administration 
Specialist, Program Coordinator MMT and Mathematics/Teaching, Financial 
Coordinator 

Salary Grade: USG 8 

Effective Date: October 2022 

 

Primary Purpose 

The Centre for Education in Mathematics & Computing (CEMC) is Canada’s largest and most recognized 
outreach organization for promoting and creating activities and materials in mathematics and computer 
science and is housed within the Faculty of Mathematics at the University of Waterloo. Our mission is to 
increase interest, enjoyment, confidence, and ability in mathematics and computer science among 
learners and educators in Canada and internationally. We do that through a commitment to our core 
values: future readiness, access, community, and impact.  As such, the CEMC is the first point of contact 
at Waterloo for a significant percentage of our future undergraduate and graduate students and their 
parents. Through outreach activities, the CEMC has perhaps the largest set of external points of contact 
amongst any unit on campus. 
 
The Operations Manager is part of the senior administrative team in the Centre for Education in 
Mathematics and Computing (CEMC), overseeing the day-to-day logistics of the unit and the allocation of 
resources to support the core functions including 12 Mathematics and 3 Computer Science contests, local, 
domestic and international school visits for outreach, student and teacher workshop and conference 
delivery, online resource offerings and the Master in Mathematics for Teachers (MMT) and 
Mathematics/Teaching Undergraduate programs. Accountable to the Administrative Officer, this role is 
responsible for the management of direct report administrative staff, financial budgeting, equipment, 
facilities and space management, Health and Safety and the human resources and administrative 
functions of the CEMC activities that support the faculty, visiting lecturers, graduate TAs and 
undergraduate co-op students in their teaching and outreach functions to advance the CEMC’s mission, 
image, profile and reputation as a world-class leader in Mathematics and Computing education to local, 
national and global audiences. 
 

Key Accountabilities 

 

Strategic Administrative Support 

• Serves as an integral member of the CEMC management team, representing areas of oversight on 
numerous committees and teams, providing support in administrative areas in alignment with unit 
goals and objectives 

• Assists senior leadership in the design and workflow of strategic planning activities 

• Provides strategic information, advice and counsel to the Administrative Officer and senior 
leadership, based on empirical evidence, feedback, observations and expertise 

• In collaboration with the Administrative Officer, identifies emerging administrative priorities, develops 
and reviews annual operational goals for the CEMC, and recommends next steps 
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• Plans for growth of the CEMC initiatives and manages the implementation of programs including 
deployment of staff human resources, space allocation and finances 

Financial Management 
• In collaboration with the Administrative Officer, prepares complex budgets for salary, non-salary, 

equipment and teaching, ensuring that funds are requested, allocated and reported upon in a way 
that supports the CEMC’s operations and strategic goals. This also includes entering budget data 
into Vena software for streamlined approvals from the CEMC Director, Faculty Financial Officer, and 
Dean. 

• Ensures that all Operating, Trust, Endowment (and Research when applicable) accounts are 
managed according to Policy, including monthly reconciliation of accounts and P-Cards  

• Provides advice and reviews all unit expenses: travel, reimbursements, faculty professional (FPER) 
expenses and casual payroll  

• Oversees awards, fellowships and scholarship allocations and reconciliations for the MMT Graduate 
program and Mathematics/Teaching Undergraduate program  

• Ensures relevant reports are available to management and account holders on a regular basis  

• Produces a range of financial data and reports to respond to donor requests regarding their 
allocated and unallocated Trust and Endowment project activities gifts 

• Completes or oversees purchases, invoice payments and budget transfers  
• Supports the Financial Coordinator with complex or unique financial administrative functions 

Human Resources Administration 
• Provides leadership and direction to the team, developing teamwork skills and promoting a culture of 

professional development and life-long learning 
• Implements recruitment, evaluation, compensation, promotion, retention and performance 

management processes for all direct staff reports, with input and collaboration from the 
Administrative Officer  

• Supports the Administrative Officer with managing the annual staff performance appraisal process 
for the CEMC, including collecting activity forms, scheduling interviews and uploading associated 
documents for Dean’s Office approval 

• Establishes work schedules, task deployment, re-assigns duties in times of critical needs across 
teams, and establishes backup procedures  

• Maintains personnel files, work schedules, vacation records and Vulnerable Sector Checks (VSCs) 
for employees in accordance with University policies  

• Ensures processes are in place for recruitment, evaluation and pay of Sessional/Overload teaching 
appointments, contract and casual staff, TA’s, markers, guest speakers and program reviewer 
annually 

Outreach Activities Management 
Manages the coordination and execution of on- and off-campus and virtual service and outreach 
initiatives including overseeing and advising the front-line client service team for:  

• 12 Mathematics and 3 Computer Science contests  

• Numerous annual workshops for students and conferences for teacher educators 

• Local, domestic, and international school visit outreach activities 

• Publications 

• Collaborates with the client service team and Integrated Communications Specialist to ensure 
processes, changes and operational rationale are communicated to clients accurately and timely 

Operational Logistics Management 

• Oversees space assignments and furnishings for faculty, staff and casual support in collaboration 
with the Administrative Coordinator 

• Initiates maintenance requests; coordinates work with Plant Operations and Central Stores 
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• Conducts the annual Space Audit and provides report to the Dean’s Office, as necessary 

• In collaboration with the Administrative Officer, identifies, analyzes and develops a plan for future 
space use, including reallocation, renovations etc.  

• Provides general oversight for maintaining the non-academic common areas allocated to the CEMC 
(utility rooms, mailrooms, board room and meeting spaces, packing room)  

• Independently manages space and moves within the unit, executing approved plans 

• Manages CEMC security by overseeing both key and fob access 

• Directly manages various renovation and furnishing projects as assigned; works with Plant 
Operations and Purchasing to manage schedules and budgets asset management inventory 

• Ensures compliance with safety regulations and record-keeping  

• Identifies and schedules sessions for staff in conjunction with the UW Safety Office (e.g. First Aid 
training)  

• Receives complaints/concerns about personal safety in the working environment, from the UW 
Safety Office, faculty and/or staff members; initiates an appropriate response mechanism; ensures 
incidents are recorded and reported as required.  

• Ensures the emergency plan is kept current, due to constant building and staff changes  
• Oversees the policy development and execution of unit wide Vulnerable Sector Check compliance, 

including establishing renewal dates and determining requirements of all casual staff and volunteers 
 
*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 undergraduate degree and post-graduate work in a discipline related to business 
administration, human resources or finance or equivalent combination of education and experience 
is required. Some additional background in Mathematics (or STEM discipline) is preferred. 

Experience 

• 5+ years’ experience in a senior administrative position related to office administration in a business 
environment or academic setting 

• 3-5 years’ human resources management experience required including supervision of staff and 
demonstrated successful coaching of staff members  

• 5+ years’ financial experience with increasing levels of responsibility for multi-million-dollar budgets 
including analysis, forecasting, and fund accounting budgeting 

• Recent knowledge of budgets, accounting and financial management preferably in the University 
environment 

• Experience with financial systems tools such as Concur, Unit4, CentreSuite and/or Vena would be 
considered an asset 

• Experience using numerous online communications platforms such as MS Teams, Zoom, etc. 

• Knowledge of Generally Accepted Accounting Principles (GAAP) 

• Familiarity with relevant University of Waterloo policies, procedures and guidelines including staff 
and faculty employment and benefits, expense policies, conflict management and human rights and 
AODA preferred 

• 3-5 years’ experience with management of facilities, space and health and safety  

• 3-5 years’ experience leading a customer service-oriented team  
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• Experience leading a team through change processes  

• Experience with entering, manipulating and synthesizing data for reporting purposes and decision-
making from databases and integrated systems sources 

Knowledge/Skills/Abilities 

• Demonstrated strong analytical skills and an accomplished problem-solver  

• Exceptional customer service focus  

• A continuous improvement mindset with a commitment to life-long learning 

• Innovative, with strong project management skills  

• Strong understanding of university policy and operations  

• Proven ability to understand complex situations, tasks or problems, often with multiple stakeholder 
groups, analyze them using a systematic approach and identify patterns and connections between 
situations that are not inherently obvious  

• Proven ability to adapt and work effectively within a variety of situations including changes in job 
demands, changing or competing priorities, or multiple stakeholder groups  

• Demonstrated ability to maintain strong working relationships, to engage and influence senior 
stakeholders  

• Proven success in supervising and leading a team  

• Demonstrated ability to complete tasks on schedule  
• Excellent interpersonal skills, tact, judgement, and diplomacy essential  

• Excellent oral and written communication skills 

• Exceptional attention to detail 

• Computer proficiency with MS Office Suite with intermediate skills specifically in Word and Excel 
• Experience using file storage and repositories such as SharePoint is considered an asset 

• Knowledge and experience administering project management and workflow tools, such as Jira and 
Asana, would be considered an asset 

• Obtaining and maintaining a clear Vulnerable Sector police check is a condition of ongoing 
employment 

 
Nature and Scope  
• Contacts: Internal: Regularly interacts and communicates with faculty and staff to guide, engage, 

influence and motivate. Works collaboratively with senior leadership to guide, promote, and implement 
strategic plans, operational goals, community engagement and sound financial management. 
Manages conflict, and develops excellent working relationships. Campus contacts include, but are not 
limited to: Dean of Math Office, UW Finance, Human Resources, Police Services, Procurement, 
WPrint, Plant Operations, Safety Office, Occupational Health, Organizational and Human 
Development, Central Stores, Registrar’s Office, GSO, GSPA, Undergraduate Admissions, Co-
operative Education and Career Action. External: Fosters and maintains excellent working 
relationships with student workshop participants, stakeholders, community and funding partners. 
Service and product suppliers (printing, graphics, supplies, etc.), CEMC clients (schools, teachers, 
student participants) - which comprise one of the largest external client groups on campus - outreach 
organizations at other universities or public/private foundations, external funding organizations (ie: 
CIRA), private funding organizations (e.g. Gates Foundation, other donors) 

• Level of Responsibility: The Operations Manager directs the work and day-to-day administrative 
functions that are highly specialized, as outlined above, with minimal supervision with the application 
of University policies and procedures. This position has direct reports and oversees co-ops, casual 
staff and volunteers, providing guidance and managerial oversight. The Manager ensures processes 
are effective and efficient and that all tasks and projects are executed on time and within scope, 
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ensuring continuous improvement. This position manages the overall financial and service 
performance of the CEMC in support of strategic goals and objectives, escalating issues and seeking 
guidance from the Administrative Officer. 

• Decision-Making Authority: Makes independent decisions on the management and deployment of 
administrative resources in the unit, including financial, human resources, space in support of strategic 
goals and objectives. This role makes decisions about the most effective timelines and workflow, 
complex issues that can be anticipated or arise, bringing issues to the Administrative Officer and 
senior leadership as appropriate. The Operations Manager is a problem-solver who builds consensus 
in setting team priorities, achieving goals, determines optimal course of action and exerts positive 
influence and engagement with myriad internal and external stakeholders. 

• Physical and Sensory Demands: No significant physical risks. Psychological risks include being 
exposed to stress and pressure associated with managerial level responsibilities, complex financial 
oversight and confidential human resource leadership. Requires high attention to detail and must be 
able to handle distractions, changing priorities and interruptions while meeting required deadlines. 
Fast-paced service-oriented environment with large volumes at various times throughout the year. 

• Working Environment: Regular working hours; significant events require work during evenings and 
weekends, specifically the weeks leading up to contests and budgeting cycle. Flex time options are 
available. Occasional travel may be required.  


