WATERLOO

Job Description

Job Title: Graduate Program Coordinator and Advisor
Department: Chemistry

Reports To: Administrative Officer

Jobs Reporting: None

Salary Grade: UsG7

Effective Date: February 2024

Primary Purpose

The Graduate Coordinator and Advisor administers academic services and advises graduate students in
the department. The position is responsible for effective management of the graduate portfolio in the
Department. The Graduate Coordinator and Advisor will work closely with the Associate Chair, Graduate
Studies, the Administrative Officer, and the Department Chair.

This is a common job description used across multiple departments within the Faculty of Science.

Key Accountabilities

Graduate Student Advising

e Advise students regarding program requirements, including course selection, milestone
requirements, program status and changes, enrolment issues, co-operative education, cross
registration, exam regulations, academic deadlines, petitions for extensions, thesis submission
and graduate thesis submissions and defences;

¢ Review PhD progress reports; arrange for approvals for PhD dissertation proposals, MSc thesis
proposals, and MRP proposals; coordinate PhD area exams; coordinate MSc and PhD thesis
defences;

e Assist with academic appeals; advise students on processes for student appeals or petitions;

¢ Refer students to on-campus resources as appropriate, providing a safe environment for
students in distress or following steps for wellness checks;

e |ssues letters to students verifying funding information for immigration, visa applications and
social insurance numbers;

e Maintain department records and database of current students and graduates, including
confidential correspondence and direction;

e Conduct final review of student transcripts to ensure all requirements have been met for program
completion. Confirm final update for graduation on Quest.

Program Administration
e Maintain the graduate student database that manages milestones, funding, student payments,
scholarships, progressions, program extensions, and contract letters;
Processes course grade and grade revisions;
Run and generate adhoc reports using the graduate student database;
Assign office space for graduate students;
Coordinate graduate student orientation for new students each term;
Remain current on University Policy, procedures and granting agency requirements, attend
regular training sessions;
e Provide guidance as required on graduate and department policies and procedures;
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Compile course and program modifications for submission to Senate for the Graduate Calendar;
Serve as the department timetable representative for graduate programs;

Advise Chair and Associate Chair of any problems in the graduate program and recommend
improvements;

Prepare agenda and minutes for Department Graduate Committee meetings with the Associate
Chair Graduate Studies;

Compile graduate course and program enrollment data to support department decision making
and strategic planning;

Coordinate periodic internal and external graduate program reviews, including OCGS reviews,
cyclical reviews, graduate program accreditation reports, IQAP reports, as required, in co-
operation with the Associate Chair and Department Chair;

Maintain department records of current students and graduates;

Identify and implement process improvements in collaboration with the Associate Chair, Grad
Studies;

Functional direction of graduate assistant or co-op student as applicable.

Financial and Scholarship Management

Allocate graduate funding to department students (faculty funding packages, teaching
assistants, research stipends, graduate and undergraduate awards as applicable);

Prepare and issue funding statements to department graduate students for tuition payments;
Review applications for scholarship competitions to ensure the correct procedures have been
followed and supporting documentation has been submitted;

Prepare TA and scholarship budgets based on the number of new and continuing students;
Manage recruitment budgets for internal and external events and visitors;

Complete submissions for graduate-related expenses using the University’s online expense
reimbursement system as needed;

Participate in annual budget process.

TA Program Management

Assign teaching assistants (TA) each term by matching student skills to course requirements
and enrolments as per Policy 30 and in consultation with the Associate Chair, Grad Studies;
Prepare TA contracts each term;

Ensure courses are properly supported with teaching assistants, manage an equitable TA ratio
for instructors;

Ensure that teaching assignments are consistent with student funding packages and that
graduate students are assigned the appropriate number of teaching assistantships;

Assist with the TA Workshop organization and track that the graduate students complete each
TA training module;

Provide conflict mediation between TAs and faculty as needed,;

Oversee the assignment of midterm and final exam proctors in consultation with the
undergraduate scheduling/examinations representative;

Prepare the payroll submission for students employed as TAs, markers and proctors.

Recruitment, Admissions and Communications

Advise prospective graduate students on admission requirements, application procedures,
alternative programs or preparation required to meet eligibility requirements;

Evaluate MSc and PhD applications by reviewing transcripts and educational institutions,
calculating admission averages, reviewing reference letters, confirming admission requirements
are met;
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o Prepare offers of admission for prospective grad students, ensuring University and Faculty
requirements are met and funding packages are correct;

¢ Decline all inadmissible candidates, consult the Graduate Chair as required;

¢ Respond to department correspondence with prospective students, visitors, and applicants,
including Visa and immigration enquiries;

o Evaluate and assess enrolment targets, track acceptances and enrolment of graduate students;

e Plan and represent the department at external graduate student recruitment events, both locally
and internationally;

¢ Coordinate and participate in department recruitment events;

e Create and manage graduate program web content and recruitment materials.

*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
« Undergraduate degree or equivalent combination of education and experience.

Experience

+ 3+ years administrative experience, preferably in an academic setting
« Experience supporting and advising students is preferred

+ Experience with scholarship and financial administration is an asset

» Experience with data collection and analysis is preferred

Knowledge/Skills/Abilities

+ Well-developed organizational, analytical, interpersonal, customer service and communication skills
(oral and written).

+ Demonstrated commitment to confidentiality.

* Proven attention to detail, and accuracy while multi-tasking is essential.

* Proven capacity to handle a high volume of work is required.

+ Demonstrated ability to ask probing questions, anticipate student needs, and apply sound judgment.

« Proven ability to work independently with minimal supervision in a fast-paced, deadline-oriented,
multi-tasking environment.

» Thorough knowledge of university policies and procedures, particularly as related to graduate
studies and scholarship requirements.

» Intermediate skill level using Microsoft Word, Excel and PowerPoint, PowerBl.

+ Other technical skills: Quest, OnBase, ASIS, Infosilem, Microsoft Programs (SharePoint, Outlook,
Teams) WCMS, LEARN

Nature and Scope

e Contacts: This position requires communication with internal contacts to obtain, clarify and discuss
information. Contact groups and individuals include but are not limited to: Department Chair,
Administrative Officer, Associate Chair for Graduate Studies, Department faculty and staff, graduate
students, Office of Science Associate Dean, Graduate Studies, Graduate Studies and Postdoctoral
Affairs, students in other programs enrolled in graduate courses in the department, relevant student
groups/associations, Affiliated University and University Colleges, Registrar’s Office, International
Students Office, Scheduling Office, Cooperative Education, Centre for Career Action, New Media
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Services, Finance, Human Resources, AccessAbility Services, Science Computing Office,
representatives of the provincial and federal governments, alumni.

o Level of Responsibility: The position has specialized work with minimal supervision. The Graduate
Program Coordinator and Advisor provides guidance to others and works closely with the Associate
Chair, Graduate Studies, the Administrative Officer, and the Department Chair.

o Decision-Making Authority: This position works independently and has decision-making authority;
complex and non-routine decisions involve consultation with the Associate Chair, Graduate Studies, or
the Administrative Officer. Oversees the work of a graduate assistant or co-op student. The position
requires proactive problem solving.

e Physical and Sensory Demands: Minimal physical and sensory demands; considerable work sitting
at a computer station requiring focus, attention to detail and constant interruptions.

e Working Environment: Some overtime may be required during peak periods. Busy and noisy office
environment. This role involves psychological risk resulting from unavoidable exposure to disagreeable
situations and deals with people who are upset, frustrated or angry, in crisis, or with people who have
mental health concerns. Works with confidential academic information, which may involve personal or
health issues requiring sensitivity and tact. Responds to high volume of competing demands and
people with varying needs. Provides information or explanations that may not be well received by the
recipient. There may be ambiguity of situations and shortcomings in data, and some internal clients
may be demanding, may receive requests against policy, some situations may require escalation.



