WATERLOO

Job Description

Job Title: Manager, Curriculum and Calendar

Department: Office of the Registrar

Reports To: Associate Registrar, Enrolment Services and Academic Policy
Jobs Reporting: Curriculum Management Specialist

Salary Grade: UsG 9

Effective Date: April 2025

Primary Purpose

The Manager, Curriculum and Calendar is responsible for the development and co-ordination of the
annual Undergraduate Studies Academic Calendar. The Undergraduate Calendar provides official
information about dates, courses, programs, and related academic regulations and policies for
students and applicants, as well as general information about the University.

The Manager provides leadership and guidance on development of undergraduate curriculum and
academic regulations and is an authoritative resource to campus partners on these matters. The
Manager oversees and is accountable for the day-to-day operations of the curriculum management
system, including training and supporting campus users, security roles, reporting, and maintenance.

The Manager also provides leadership and guidance on employee-related registrarial-related
communication content and strategies. This communication role involves web development and
technical management of employee-facing websites (Registrar’s Office, Registrar Resources,
Academic Calendar and Curriculum Management Resources) and contributes collaboratively on the
Advisor Resources website; the issuance of important dates and information to various campus
sectors; managing and sending of registrarial mass email communications to employees.

Key Accountabilities

Curriculum Management System (CMS)

¢ Accountable for the development of training plans and documentation for curriculum
management users.

e Leads the training sessions for superusers (associate deans and undergraduate curriculum

employees).

¢ Manages CMS vendor relationship and liaises when issues arise; liaises with internal system
teams.

e Leads admin user, superuser, and end-user testing of new releases of system software or new
features.

o Collects, tracks, reviews, and prioritizes work on user feedback for amendments to the system.

e Provides escalated support services.

¢ Accountable for system forms and workflows; collaborates with governance committees on
changes in governance and workflows.

¢ Engages and builds working relationships with campus partners about curriculum management
initiatives.

e Works collaboratively with RO systems team to ensure integration with Quest (Student
Information System) is functional and maintained.
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Data reporting and data security:

o Responsible for producing routine and ad-hoc statistical reports.

o Accountable for security infrastructure design for Kuali (CMS) access for employees and
students (incl., governance committee members).

o Responsible for complex data reporting and advising regarding system-related data
requests; ensures adherence to Policy 46 (Information Management) and obtains
approval of appropriate data steward(s) as needed.

o Responsible for maintenance of data dictionary to support campus-wide analysis and
reporting.

Undergraduate Studies Academic Calendar

Accountable for establishing critical path and timelines for calendar submissions, processing,
and publication dates.

Responsible for compliance with academic governance policy and document retention
guidelines.

Accountable for the materials submitted including accuracy of content, grammatical correctness,
compliance with accessibility legislation, and Waterloo style guidelines; approves final calendar
copy for publication.

Manages the approval process of all editorial and governance proposal submissions in the
curriculum management system in preparation for publication in the academic calendar.
Oversees the development of innovative ways to improve the undergraduate calendar process
and presentation through research, collaboration, and experience.

Acts as an authoritative resource to Senate Undergraduate Council on matters of Calendar-
content and processes.

Undergraduate Curriculum and Academic Policy

Represents the RO and attends faculty-level undergraduate studies curricular meetings;
provides expert advice on the curricular submissions, consulting with RO colleagues as
appropriate.

Reviews curriculum change proposals submitted to the SUC Curriculum Subcommittee and
provides feedback to the Registrar, and/or the Associate Registrar, Enrolment Services and
Academic Policy for consideration.

Acts as an authoritative resource to faculties and various campus partners on matters of
curricular submissions and processes (for both academic and non-academic credentials),
including the development of new academic programs and plans from their inception through to
their approval at Senate Undergraduate Council.

Works with faculties and other campus partners to establish processes and guidelines to
increase understanding, clarity, and consistency in terminology used on campus (e.g., common
language working group), how curriculum appears on a student record (e.g., course short title,
academic progression standings), etc.

Responsible for developing guiding principles, processes, and guidelines with regards to the
academic calendar and curriculum-related processes.

Supports the Associate Registrar, Enrolment Services and Academic Policy and associate
deans in their efforts to achieve harmonized policy for the governance of students’ academic
studies by conducting research, recording discussions, preparing submissions for governance
approvals, etc.

Reviews, identifies, develops, and negotiates revisions to academic regulations with associate
deans and their operational committees. Leads — in data-based decision making, analysis of
historic data, research of peer institutions’ practices, and faculty and student requirements —




WATERLOO

Job Description

efforts to achieve harmonized academic regulations for their governance of students’ academic
studies (progression, petitions, inter-faculty transfer, withdrawal, etc.) in all six faculties.

e Prepares and disseminates academic dates for consideration and approval at appropriate
committees; prepares and disseminates other RO-related important dates.

e Manages the data collection for the design of the transcript legend of the official transcript paper.

Convocation
e Provides expert guidance on the design process for ceremonial hoods for new programs,
working closely with the faculty(ies) to create a hood that follows approved style and protocol;
shepherds the proposal through appropriate governance committees.
e Accountable for the design of the ceremonial hood rack documentation.
e Accountable for student hooding processes at convocation by representing the RO as the
Hooding Area Lead:
o Responsible for Hooding Area Supervisor volunteer recruitment (from the RO/GSPA
records/policy areas), shift assignment, and training.
o Works convocation shifts as a Hooding Area Supervisor.
o Manages relationships with W Store, Graduate Studies and Postdoctoral Affairs,
Community Relations and Events.

Employee-facing communications and information distribution

¢ In co-ordination with The Centre communications team, responsible for the scheduling,
production, and distribution of mass emails for the RO to approximately 1,000 instructors.

e Creates and disseminates the mass email strategy and reviews employee email
communications processes in the RO.

e Responsible for the design, production, and distribution of a monthly employee newsletter
encompassing updates to registrarial processes and important information to campus-wide
audience.

Employee-facing website and form maintenance

e Oversees all content and web forms, including information architecture and user experience, on
the following websites: Academic Calendar and Curriculum Management Resources, Important
Dates, Office of the Registrar, Registrar Resources.

e Acts as the site lead for the Waterloo Content Management System (WCMS); liaises with IST
when issues arise.

¢ Responsible for website projects including implementation of a regular website review schedule;
provides guidance, strategic direction, and writing/editorial support for website enhancements.

o Works collaboratively with partners to manage Registrar-related content on the Advisor
Resources website to ensure content is up to date and accurate.

Manage, motivate, and mentor staff

¢ Responsible hiring, training and supporting direct reports.

o Leads team and collaborative projects, sets clear and reasonable expectations, provides
ongoing feedback, ensures the delivery of results, and establishes a strong foundation for
performance through comprehensive training and goal setting.

e Ensures the delivery of results in support of the RO goals and values as well as the University’s
strategic priorities.
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*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 required, or a suitable combination of post-secondary education and
experience.

Experience

¢ Minimum 3-5 years curriculum/academic calendar-related experience at the post-secondary
level.

¢ Demonstrated ability to think on the spot, improvise, solve problems, and make effective
decisions independently.

¢ Minimum 2-3 years of progressively responsible experience, including staff performance
management and development, demonstrating strong managerial and leadership acumen and
skills dealing with diverse teams and situations.

Knowledge/Skills/Abilities

e Proven ability, extensive experience, and strong working knowledge and understanding of
communications strategies within a highly complex institution.

e Excellent written and verbal communications skills, with a solid knowledge of both English
grammar and the specialized requirements associated with writing for the web and varied
audiences.

¢ Proficient with an enterprise curriculum/academic calendar system would be an asset.

e Demonstrated high degree of analysis, planning, and co-ordination skills.

o Excellent interpersonal skills, tact, judgement, and diplomacy essential.

o Demonstrated ability to maintain strong working relationships, to engage and influence senior
campus partners.

e Innovative, with strong continuous improvement mindset and project management skills.

e Good understanding of security/privacy related to information systems.

e Strong understanding of university policy and operations.

e Strong understanding of relevant legislative and compliance requirements (e.g., AODA).

o Exceptional customer service focus is critical for success along with exceptionally strong

attention to detail and problem-solving skills.
Basic knowledge of data analytics.
e Technical skills:

o MS Word: Advanced

o MS Excel: Advanced

o  HTML/XHTML (Drupcal): Intermediate

Nature and Scope

o Contacts: Internally: Must maintain a close, productive working relationship with all management
and staff in the Registrar’s Office, with the curriculum superusers and associate deans in the
faculties and affiliated and federated institutions of Waterloo. Routinely interacts with members of
the academic community and other administrative departments in the performance of their duties.
They must have excellent judgment and the ability to build consensus and foster teamwork among
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a variety of stakeholders in the calendar production effort across campus. They are a member of
the Registrar’s Office Management Team.

o Level of Responsibility: The position has defined duties and responsibilities and is expected to
develop enterprise-wide business protocols and systems to produce the Undergraduate Calendar.
The position is responsible to update and inform the employees across campus with information
and dates that support undergraduate student education.

e Decision-Making Authority: Applies explicit guidelines and procedures in making decisions.
Makes decisions based on adequate information. Deals with exceptions using clearly specified
rules. Supports and acts on decisions. Makes decisions that have a significant impact on and
consequences for the reputation of the university. Routinely makes independent decisions
regarding curriculum management, the Undergraduate Studies Academic Calendar and related
systems and policies. Unique and complex situations are vetted by Associate Registrar, Enrolment
Services. Associate Registrar, Enrolment Services relies strongly on Manager to present concerns
and provide solutions to day-to-day academic calendar, curriculum management and academic
policy issues.

¢ Physical and Sensory Demands: Minimal demands typical of an administrative position within an
office environment. Requires high attention to detail and must be able to handle distractions,
changing priorities, and interruptions while meeting required deadlines.

e Working Environment: Regular working hours with some evening/weekend work required,
including convocation event support. Complex, high-volume workload with fluctuating priorities.
There will be occasional, irregular, and/or high volumes, multiple and/or tight deadlines beyond
one's control, and interruptions (e.g., phone calls, emails, and unplanned but urgent support
requests at different times of year).



