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Job Description

Job Title: Director, Student & Faculty Relations

Department: Co-operative and Experiential Education

Reports To: Associate Provost, Co-operative and Experiential Education

Jobs Reporting: Faculty Relations Managers; Student Relations Managers; Senior Manager, Co-op
Student Experience; Strategic Initiatives Manager

Salary Grade: USG 16

Effective Date: May 2025

Primary Purpose

Director, Student & Faculty Relations is accountable for the creation and delivery of the University’s co-op student
experience and faculty engagement strategy as it relates to integration with the academic mission of the
University, with the principles of quality co-operative education and the well-being, safety and success of all co-op
students as they go through their co-op journey at Waterloo. This includes accountability for all co-op advising
activities and the continual development and evolution of co-op student support and experience models.

The Director works closely with Co-operative and Experiential Education (CEE) directors to ensure ongoing
engagement with students, faculties/programs, and senior administrators to proactively influence pedagogy and
academic structure in relation to the co-op and work-integrated learning models, policies, guidelines, processes
and the integration with academic programs. A collaborator, connector and influencer within the CEE portfolio,
the Director represents CEE at appropriate University committees and councils as well as externally at events and
relevant associations, provincially, nationally and internationally.

Key Accountabilities

Help shape and execute the strategy for Co-operative & Experiential Education.

e Provides strategic direction and leadership for Student & Faculty Relations structure, process
management/integrity, benchmarking and planning.

e Leads initiatives in support of the CEE strategy and goals.

e Collaborates with CEE leaders to ensure CEE goals are achieved

o Creates and is accountable for all aspects of the quality co-op student experience strategy, including co-
op advising support, and maintains alignment with Waterloo values.

o Develops student and faculty feedback mechanisms and metrics to ensure a continual pulse check on
strategic direction, partnership and support being provided to meet student and faculty expectations.

e Provides input and influence on the University’s strategic, student enroliment plans.

¢ In collaboration with CEE colleagues, ensures co-op programs are inclusive at Waterloo with strategies
designed to evolve and support student equality, diversity needs and accessibility requirements, enabling
co-0p student success.

o Responsible for galvanizing strategy and action, across the CEE team and its stakeholders, to address
co-op job shortages and requirements for new, changing programs, and for programs where employment
levels are a concern.

e Acts as strategic liaison between the faculties, UW administration, student leadership and CEE on all
matters concerning co-op programs.

e Ensures our co-op programs fit CEWIL Canada accreditation requirements and all aspects of our
programming, process, assessment, reflection and support for students are benchmarks for others.
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Provides strategic input and guidance on the direction of CEE at the University.

Works with CEE partners in identifying opportunities to further broaden work integrated learning.
Provides input to CEE Leadership on areas of potential research to enable the continual evolution of co-
op programs.

Represents co-op and work-integrated learning at appropriate University committees and councils as
well as externally at relevant Associations, Provincially, Nationally and Internationally to help shape
strategy, agenda and direction as well as enhancing CEE’s image and brand.

Provides a safe, relevant and successful co-op experience for students participating in co-op
programs.

Provide leadership to the Student Relations Managers to ensure quality student services and advising
by setting clear and reasonable expectations, provide ongoing feedback, and establish a solid
foundation for performance through comprehensive training.

Provide leadership and expertise on WIL pedagogy, co-op regulations, policy and process, and
faculty/program specific learning outcomes so that connections between skill development in the
classroom and workplace are maximized.

Champion high quality service delivery that meets the needs of all students, with a specific focus on
Indigenous students and equity-deserving students.

Partners with WUSA, CEE- Student Council, CEE-Equity Advisory, Student Success Office and
Associate Deans Co-op to effectively engage and involve students in how we support them.

In collaboration with CEE colleagues, creates frameworks and processes required to ensure availability of
relevant, credit worthy, and safe experiences and that necessary support, evaluation, and reflection
mechanisms align with competency attainment and appropriate learning outcomes.

Defines and ensures the continual improvement and assessment of co-op student success criteria,
considering expectations of students, faculties, and employers.

Ensures effective escalation processes and guidelines are in place to support the resolution of student
concerns, grievances, complaints and disciplinary matters by involving relevant department, faculty and
on campus partners as required or in relation to Policy 70 adjudication and decision making.

Leads the partnership with faculty on academic integration and all aspects of co-op programs within
each faculty.

Provides leadership to the SFR team to ensure alignment of co-op program goals and outcomes with
faculty learning outcomes and employer expectations and ensure that the SFR team are equipped to be
effective.

Provides guidance and support in relation to new co-op program development, co-op program changes
and requirements to fit with a co-op model or involves CEE colleagues in determining another potential
form of work-integrated learning.

Builds effective partnerships with Faculty Deans, Associate Deans Co-op, faculty members and senior
university administrators.

In collaboration with CEE colleagues, identifies and facilitates policies and guidelines needed to

support faculties and students on the successful administration of the co-op program.

Continually assesses and evolves the student support model and its academic integration by developing
new formats and aspects that continue to be benchmarks for others.

Leads and manages direct reports and ensure the delivery of results in support of CEE’s mission,
vision and guiding principles including:

Provides overall leadership for SFR team.

Creates a stakeholder focused environment, embracing input from students, faculties and employers
with vital collaboration with CEE colleagues to ensure student and faculty success.

Provides information and context needed for employees to be effective.

Hires, develops and retains the best qualified staff available from inside or outside UW, setting goals
and expectations and helping employees create clear paths to success.

Ensures effective teamwork dynamics within SFR and across CEE and the University

Ensures appropriate back up, support and cross training to manage capacity.

Manages performance through both formal (performance appraisal) and informal methods such as
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regular feedback, coaching and one-to-ones.
e |dentifies development opportunities in others and co-creating with the employee a development
plan; regularly following up on the progress of development.
e Plans and manages the Student & Faculty Relations budget in coordination with the CEE Executive Officer.
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Provide overall leadership to the organization by:

e Personally championing CEE’s mission, vision and guiding principles and playing a leadership role in
bringing them to life.

e Provides input into CEE strategic planning and contributes to the broader development of Work-
Integrated Learning.

¢ Monitors CEE business practices to ensure that appropriate practices and processes are in place to
work effectively for all stakeholders both within and external to the University.

¢ Champions the development of new capabilities required by the introduction of innovative
approaches.

e Develops productive, collaborative working relationships across CEE and the University.

e Leads or contributes to the identification, development and implementation of projects to improve service
quality, relationships, stakeholder satisfaction, timeliness, staff capability and performance.

o Develops internal/external customer service standards, monitoring satisfaction with service delivered and
taking action to restore and enhance service quality.

Required Qualifications

Education

e University degree required; Master’s or equivalent in a related field (e.g. Leadership, Higher Education,
Co-op, WIL and/or Experiential Education, Student Services) preferred.

Experience

e Minimum of 5-10 years of progressive experience in a people management and leadership roles,
including a track record of performance management with direct reports

o Experience operating within a post-secondary co-operative education and/or work-integrated learning

environment, including a focus on student experience and learning

Previous strategic planning experience

Previous experience developing policies, guidelines and actions for continual improvement

Experience working within academic and academic support units is an asset

Program and project management experience is an asset

Knowledge/Skills/Abilities

e Familiarity with academic programs and pedagogy as it relates to Work-integrated learning

Proven ability to think and plan strategically and exercise political savvy

Proven skills in relationship management and achieving results using a collaborative approach

Demonstrated success in leading change efforts

Demonstrated ability to influence, negotiate, and develop relationships at multiple levels and across a

wide range of personalities and functions

Ability to conceptualize and address current and future challenges in a logical manner

o Demonstrated ability to develop and to implement institution-wide strategies and initiatives

A record of, and commitment to, ongoing learning and engagement in the areas of equity, diversity, and

inclusion and Indigenous relations

Ability to adapt skills and experience to a new environment.

Excellent verbal, written and presentation communication skills.

Strength in problem solving and driving continual improvement and positive change.

Demonstrated ability to work collaboratively, build consensus and be sensitive to the needs and interests

of various stakeholders

o Demonstrated ability to contribute to and thrive in a collaborative environment and to apply a positive team
approach to working with internal and external colleagues
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Nature and Scope

Contacts: 10-12 managers report directly to the incumbent. Internal contacts include members of CEE
Leadership team; student representatives; Faculty & AFIW Heads; Associate Deans Co-op; Student Services
Offices, Advancement, Office of Research, Marketing & Strategic Communications, Government Relations,
Human Resources, Counseling Services, Conflict Resolution and other on-campus support services as
required. The incumbent is a member of the on- campus Leadership Forum. External contacts include co-op
leaders and practitioners at post-secondary institutions world-wide; external suppliers/vendors of products or
consulting services. As a member of Co- operative Education & Work Integrated Learning Canada (CEWIL),
Experiential and Work-Integrated Learning (EWO -Ontario),the Co-operative Education & Internship
Association of USA (CEIA), and WACE, the Director Student & Faculty Relations will exemplify the standards
that promote UW as a model and benchmark for others to follow and learn from. This role has significant
influence on the experience students receive which can strongly influence their perceptions of the University
of Waterloo.

Level of Responsibility: Waterloo’s co-op program is the largest in the world, and twice as large as the next
two Canadian schools combined. With over 120 co-op programs across 6 distinct faculties, supporting over
26,000 co-op students, there is no other comparable institution in the world in terms of the volume of students.
Often work is required during non-standard business hours to support stakeholders, de-escalate issues or
make decisions that require immediate action. The incumbent engages others to collaboratively solve
systemic problems. The incumbent is accountable for staffing, limited travel and associated costs for the unit.
He/she is accountable for helping set and maintain the budget of the SFR team. The incumbent approves
staff travel expenses and signs off on performance evaluations and ratings for direct reports.
Decision-Making Authority: The incumbent is fully accountable for decisions within the unit, including hiring
decisions and performance evaluations, and uses judgment to determine when and how to escalate issues to
the AP-CEE or elsewhere at Waterloo. Many decisions impact the outcome of the co-op student experience,
and impressions that students have on the University of Waterloo. The incumbent will offer support to faculty
on co-op programming, feasibility and innovation related to co-op and other forms of work integrated
learning. The director is the co-chair of the Co-op petitions committee and is responsible for ensuring
implementation of policy 70.

Physical and Sensory Demands: This role requires exertion of physical or sensory effort resulting in slight
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. This role involves exposure to
emotionally disturbing experiences and/or interactions with people who are upset, angry, abusive, aggressive,
unstable or unpredictable (e.g. dealing with students and/or faculty who have escalated an issue or dealing
with parents who are complaining about their student’s co-op experience).



