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Job Title:  Administrative Officer, George & Judy Woo Centre for Sight Enhancement 

Department:  Centre for Sight Enhancement 

Reports To:  Director, George & Judy Woo Centre for Sight Enhancement 

Jobs Reporting: Database Administrator, Rehabilitation Counsellor, Low Vision Therapist, 
SEEPAC Shipper/Receiver, SEEPAC Technician, Vision Rehabilitation 
Specialist – High Technology, High Technology Assessment Specialist, CSE 
Office Coordinator 

Salary Grade: USG 10 

Effective Date: June 2025 

 

Primary Purpose 

The George & Judy Woo Centre for Sight Enhancement (CSE) Administrative Officer is responsible for the 
effective and efficient operation and administration of the CSE in all administrative and financial matters. 
The administrator also provides strategic advice and support to the Centre Director to advance the vision 
of the CSE as a centre of excellence in all facets of low vision rehabilitation. 
 

Key Accountabilities 
 

Administrative Leadership 
 

• Supports the CSE Director in developing the strategic direction and identifying opportunities such as 
partnerships and funding for the Centre. 

• Provides advice and expertise to the CSE Director on issues relating to operational activities.  

• Develops, reviews and continuously improves administrative and business systems/processes to 
enhance service quality while maintaining/improving cost efficiency. 

• Serves as source for the interpretation of and application of Ministry of Health, Assistive Devices 
Program polices, and procedures for the Ministry, Regional Assessment Centres and vendors across 
the province. 

• Develop and foster community, government, and not-for-profit partnerships (e.g., Ontario Health, 
Ministry of Health, VLRO, Community Support Services Network). 

• Reviews contracts and agreements identifying potential risks to meeting obligations and risk 
mitigation strategies. 

• Oversees strategic marketing and communication activities, including digital presence for CSE 
working with the Optometry communications officer to ensure consistent messaging with the School. 

• Oversees all health and safety requirements of the unit, and responsible for risk management, if 
required. 

• Coordinates with School administration and other University departments to ensure that the CSE is 
compliant with university policies and procedures. 

• Serves as a resource for the interpretation and application of policies, guidelines and practices in 
CSE. 

• Handles escalated matters from SEEPAC clients’ concerns and, in the absence/or at the direction of 
the CSE Director, Low Vision Clinic patients’ concerns. 

• Supports and assists with the planning and execution of various special events, such as outreach 
events, conferences, patient advisory committee events, etc. 

• Oversees the accreditation process for the Low Vision Service. 
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• Identifies and evaluates risks involved in government contracts and recommends and implements 
measures to mitigate risk. 

• Oversees the deployment of technologies to optimize Equipment Pool processes. 

Financial 

• Leads the management of major government proposals, including drafting proposals, budget 
development and analysis to ensure compliance with policies and application guidelines set by the 
sponsor and the university and adherence to submission requirements.   

• Provides effective budget control by maintaining and monitoring income and expense transactions 
for the Centre. 

• Prepares initial quarterly financial reports for grants and contracts as required by funding agencies 
for Office of Research review and finalization. 

• Provides guidance and coaching to staff and the CSE Director on use of University financial 
systems. 

• Oversees procurement activities and RFP processes. 

• Understands and promotes metrics collection, activity analysis and metrics-based outcome 
assessments of Centre activities.   

• Participates in annual external audits for research projects. Ensures appropriate back-up is 
maintained throughout the year and reports from the relational database management system 
(RDMS) used for reporting lease revenue are accurate. 

• Identifies financial consequences of long-term plans and proposals to facilitate effective strategic 
decision making in conjunction with the Financial Operations Manager, School of Optometry & 
Vision Science. 

• Holds a department purchasing card. 

Human Resources Administration 

• Oversees the recruitment, evaluation, discipline, promotion, professional development, and retention 
of administrative support staff, clinical staff and technical staff. 

• Manages the day-to-day work of staff, including fostering constructive working relationships, 
monitoring workload, and providing direction and problem-solving support. 

• Promotes team spirit, cohesiveness, motivation and commitment to customer-focused service and a 
culture of continuous quality improvement and life-long learning. 

• Oversees unit compliance with health & safety policies and procedures. 

• Ensures that position descriptions, personnel files, work schedules and vacation records for faculty 
and staff are maintained in accordance with University policies. 

 
*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 in accounting or business, or related discipline or equivalent education and 
experience. 
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• Canadian accounting designation (CPA, CA, CMA) preferred, progression towards a designation will 
be considered. 

Experience 

• 5 -7 years of progressively responsible administrative experience. 

• Experience with human resources best practices, conflict management, negotiation and issue 
resolution and sound understanding of legislation related to hiring and managing employees. 

• Experience with financial management, program evaluation, program management, and reporting. 

• Demonstrated experience developing, monitoring and managing budgets. 

• Experience with government funded projects is an asset. 

• Experience with management in a healthcare environment is an asset. 

Knowledge/Skills/Abilities 

• The ability to handle sensitive and confidential information, to work independently and as part of a 
team, and the capacity to work effectively and efficiently in a complex, fast-paced and changing 
environment with numerous deadlines and priorities. 

• Excellent interpersonal skills are required, including outstanding verbal and written communication 
skills and a proven record of demonstrated tact, judgment, and diplomacy. 

• Proven ability to manage and engage people, direct and guide staff on large volumes of work, 
conflicting priorities, and competing deadlines. 

• Exceptional client service skills to support an academic setting and multi-stakeholder environment. 

• High standard of commitment, ethics, respect, care in program delivery to stakeholders 

• Knowledge of legislation related to health care and obligations required under the legislation. 

• Must be confident, organized, a long-range planner and an accomplished problem-solver, able to 
quickly assess situations and individuals and lead solutions. 

• Intermediate to Advanced knowledge of various software tools, including but not limited to Microsoft 
Office tools, SharePoint, PowerPoint, Outlook. 

• Knowledge of French is an asset. 

• Experience using University’s internal financial, procurement and HR systems is an asset. 

 
Nature and Scope  
• Contacts: Internally, this position interacts with other University departments, particularly the Office of 

Research, Human Resources, Purchasing, Financial Services, Central Stores and the Development 
Office. Externally, this position maintains relationships with the Ministry of Health, Assistive Devices 
Program, Ontario Health, CCTV vendors, other vision rehabilitation organizations, and professionals. 

• Level of Responsibility: Oversees and manages unit-wide functions and highly specialized 
processes with direct reports. This job has specialized work with minimal supervision and provides 
leadership and guidance to others. The position has extensive dealings with the Ministry of Health. 
There are numerous financial responsibilities including a large annual government contract and other 
research and administrative grant specific budgets as required.  The position provides leadership, staff 
management and coaching. 

• Decision-Making Authority: In collaboration with the Director, has authority to make critical and time-
sensitive decisions as they relate to financial management, human resources and program delivery. Is 
responsible and accountable for establishing priorities for SEEPAC. Makes independent decisions on 
the deployment of administrative resources, including financial and human resources. Provides well-
outlined opportunity analysis and recommended courses of action to the Director.  

• Physical and Sensory Demands: Frequent interruptions during the day, upset clients are escalated 
to Administrator, so may deal with emotional and/or angry patients. May lift boxes up to 50lbs. 
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• Working Environment: Office based. Exposure to disagreeable conditions typical of a leadership 
position and in a clinical environment. This position is contingent upon funding. 

 
Other positions on campus for comparison 
 

• Manager, Portfolio and Operations, Centre for Bioengineering and Biotechnology 
https://hr.uwaterloo.ca/.jd/00007020.pdf 

• CORE Administrator - https://hr.uwaterloo.ca/.jd/00001998.pdf 

• Administrative Officer, Centre for Education in Mathematics and Computing - 
https://hr.uwaterloo.ca/.jd/00005614.pdf 

 
Within school, grades are as follows: 

• Jenn Fleet https://hr.uwaterloo.ca/.jd/00001468.html  grade 14 

• Core Administrator – grade 10 

• Melissa, Finance Operations Manager – grade 11 

• Communications manager – grade 10 

• Chris Mathers – grade 12 

• Inta https://hr.uwaterloo.ca/.jd/00004012.pdf  - grade 11 
 
Within CSE: 

• Marwa is a 9 

• Melinda is a 10 (but counsellor across campus has a grade of 10 – 13) 
 
 

https://hr.uwaterloo.ca/.jd/00007020.pdf
https://hr.uwaterloo.ca/.jd/00005614.pdf
https://hr.uwaterloo.ca/.jd/00001468.html
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