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Job Title:  Administrative Coordinator, Admissions & Outreach 

Department:  Undergraduate Admissions & Outreach 

Reports To:  Director, Undergraduate Recruitment & International 

Jobs Reporting: None 

Salary Grade: USG 7 

Effective Date: January 2022 

 

Primary Purpose 

This position is responsible for supporting the Undergraduate Admission & Outreach (UAO) team with 
financial and administrative oversight. The individual will also provide dedicated administrative support for 
the Associate Dean, Undergraduate Admissions & Outreach and Director, Undergraduate Recruitment & 
International. The incumbent provides expertise for awards and scholarship opportunities, budget 
preparation and reconciliation, and providing advice around policies and resources within the Faculty.  
 

Key Accountabilities 

 

Oversight of Faculty Scholarships 

• Responsible for oversight of the undergraduate scholarships available to students within the Faculty.  

• Provide guidance and assistance to Associate Dean on allocating scholarship decisions based on 
available funding. 

• Coordinate with unit heads regarding awarding and maintaining of scholarships  

• Advise prospective and current scholarship recipients with information required to be a successful 
applicant for scholarship. This includes creating and maintaining informative communications related 
to available scholarships and requirements for application. 

• Providing oversight on entire undergraduate scholarship budget for the Faculty of Mathematics, in 
conjunction with the Faculty Financial Officer, including new, renewing, or lapsing donor-specific 
scholarships. 

• Coordinate with Student Awards and Financial Aid and Associate Dean Admissions & Outreach 
regarding scholarship decisions. 

• Organize and assist with the administration of scholarship selection committees with the Associate 
Dean Admissions & Outreach. 

Financial Analysis and Reporting 

• The position administers operating budgets for the team and undergraduate scholarship budgets for 
the Faculty. 

• Prepare reports of current and projected financial positions, and determine or flag the impact on the 
UAO team. 

• Analyze expenses as per unit costs, and differentiates between fixed and variable expenses, to 
provide recommendations on activity. 

• Identify and recommend cost-saving measures. 

• Identify expense categories that need management attention, and make recommendations for 
process improvements and training. 

• Review monthly accounting reports and correct errors and discrepancies. 

• Incorporate findings from analysis into future planning and the annual UAO budget. 

Accounting and financial transaction processing 
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• Review and process payments and other reimbursements for UAO faculty and staff (expenses, 
travel, requisitions, shipping, etc.). 

• Process payroll payments for part-time/casual employees using Workday. 

• Ensure accuracy of all financial transactions and provide training to faculty and staff, as needed, on 
expense management. 

• Manage and review all expenses related to departmental pcards. 

Administrative Support for Staff and Faculty 

• General administrative support for entire UAO team, including but not limited to, booking travel, 
Concur expense claims, financial guidance, shipping materials, booking meetings, and assisting the 
Associate Dean.  

• Coordinate the purchase of supplies and equipment for the UAO team. 

• Guide faculty and staff in the use of various financial systems, such as expense reimbursement 
programs, as necessary. 

• Process and reconcile all financial and payroll activities related to events, contests, school visits, 
marketing and miscellaneous UAO activities. 

• Coordinate the Admission Information Form (AIF) evaluation process, which includes coordinating 
and communicating with AIF readers, ensuring all 12,000+ AIFs are read twice, assist in maintaining 
and distributing overall scores to the Associate Dean and other admission staff. 

• Coordinate upper year scholarships selection between all departments/schools within the Faculty of 
Mathematics. 

• Assist with the Descartes Medalist selection, including organizing committee meetings, collating 
applications, relying on historical information, and documentation of applications for future use. 

• Complete recruitment and admissions training, to be able to respond to inquiries from potential 
students and families.  

• Other various duties as assigned by Associate Dean Admissions & Outreach, and the Director, 
Undergraduate Recruitment & International. 

 
*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 or equivalent combination of education and experience will be considered.  

Experience 

• Minimum of 3 years of experience in an academic environment, with experience providing senior 
level administrative support, is required. 

• 3 to 5 years of progressive experience performing duties related to the key accountabilities listed 
above, including demonstrated experience providing sound administrative and policy related advice 
within institutional guidelines.  

• Experience with financial reporting, analysis, budgeting, and forecasting. 

• Experience using Microsoft Excel including pivot tables, look-ups, etc. 

• Experience preparing and interpreting expense and revenue reports. 

Knowledge/Skills/Abilities 

• Ability to respond to customer needs in a timely, professional, helpful, and courteous manner. 
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• Attention to detail, excellent time management skills, including keeping multiple projects on 
schedule, is crucial.  

• Maintains confidentiality and demonstrates sensitivity to diversity of clientele. 

• Demonstrated ability to foresee impact of change and determine what adjustments may be 
necessary. 

• Sound knowledge of accounting and financial principles, with a demonstrated ability to interpret 
institutional and faculty policies. 

• Ability to interpret financial statements and make financial recommendations. 

• Excellent organizational and time management skills. 

• Demonstrated ability to handle confidential information with discretion and tact. 

• Experience with international travel and bookings, as well as excellent interpersonal and relationship 
building skills with ability to handle faculty, staff and students from around the world with tact and 
diplomacy. 

• Ability to manage multiple tasks simultaneously amid a number of distractions and be flexible to 
changing schedules and workload.  

 
Nature and Scope  
• Contacts: Internal: Associate Dean, Undergraduate Admissions & Outreach; Director, Undergraduate 

Recruitment & International; Director, CEMC; Faculty Financial Officer; Undergraduate Awards Officer 
in Student Awards and Financial Aid, Finance for expense reports, Human Resources for hiring and 
Police Services for vulnerable sector check, Creative Services for printing, and Central Stores. 
External: AIF readers; prospective students, current students who have received Faculty Scholarships. 
All guests of UAO team which can include guidance counsellors, staff from other universities, visitors 
to Associate Dean and all external businesses for both domestic and international travel 
arrangements. 

• Level of Responsibility: This position requires a highly motivated and self-directed individual to work 
in a team environment. Alongside the Director & Associate Dean, the incumbent will work 
collaboratively with a wide range of stakeholders within the Faculty, across the University, and external 
to the University to communicate effective scholarship communications. In this capacity, the incumbent 
will act as a representative of the Faculty of Mathematics Admissions team. The incumbent must be 
able to take initiative with minimal supervisory input. The individual must always exhibit a high degree 
of professionalism as a university representative. 

• Decision-Making Authority: The incumbent is expected to make independent judgement for daily 
routine work in line with the University policies and guidelines, as well as scholarship and budgetary 
determinations. The individual assists and coordinates budgeting and allocation, provides tracking, 
and recommendations based on previous years. 

• Physical and Sensory Demands: Minimal demands typical of an administrative position within an 
office environment. Occasional lifting required. 

• Working Environment: No travel required. General regular working hours, however flexible schedule 
is required during peak admission, recruitment and scholarship season(s). There is minimal evening 
and weekend work, usually about 4-6 occasions per year based around events. No significant physical 
risks. No significant psychological risks; multiple conflicting deadlines need to be managed. 


