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Job Title:  
 

Contest Administration Specialist 

Department:  
 

Centre for Education in Mathematics and Computing (CEMC) 
 

Reports To:  
 

Operations Manager 

Jobs Reporting: 
 

None 

Salary Grade: 
 

USG 6 

Effective Date: 
 

August 2022 

 

Primary Purpose 

The Centre for Education in Mathematics & Computing (CEMC) is Canada’s largest and most recognized 
outreach organization for promoting and creating activities and materials in mathematics and computer 
science and is housed within the Faculty of Mathematics at the University of Waterloo. Our mission is to 
increase interest, enjoyment, confidence, and ability in mathematics and computer science among 
learners and educators in Canada and internationally. We do that through a commitment to our core 
values: future readiness, access, community and impact.  As such, the CEMC is the first point of contact 
at Waterloo for a significant percentage of our future undergraduate and graduate students and their 
parents. Through outreach activities, the CEMC has perhaps the largest set of external points of contact 
amongst any unit on campus.  
 
This position plays the critical role of managing the logistics and administrative execution of the 12 
Mathematics and 3 Computer Science contests within the CEMC in support of the strategic goals, major 
outreach initiatives and as a fundamental source of revenue for operations. As the subject matter expert 
on administrative aspects of the contests, this role collaborates with faculty, staff, partners, and 
stakeholders to ensure the effective execution of contests, critical problem-solving and strategic thinking, 
management of production processes and inventory, trains and schedules all support staff and facilitates 
meetings, surveys, pre- and post-contest briefs and reports on best practices to senior leadership. In 
addition, the incumbent will work closely with Outreach Events Specialist to provide support and act in a 
back-up capacity for CEMC outreach events such as marking events, committee meetings, student 
workshops, teacher conferences, etc. The incumbent is responsible for delivering excellent customer 
service with a focus on client user experience and stakeholder engagement to advance the CEMC’s 
image, profile and reputation as a world-class leader in Mathematics and Computing education to local, 
national and global audiences. 
 

Key Accountabilities 
 

Contest Management 

• Manages the administrative logistics and execution of 12 Mathematics and 3 Computer Science 
contests offered by the CEMC 

• Acts as the subject-matter expert on these logistics in advising senior leadership and members of 
the Contest Core working group with strategic goal setting and critical problem-solving 

• Advises and manages process improvements and associated change management required to 
update contest materials and processing utilizing data, empirical evidence, client feedback and 
knowledge of systems capabilities 

• Provides data and input into the annual contest budgeting process and aligns management of 
contest resources and expenses to adhere to approved budget expectations and requirements 
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• Supports the Director and communications group with reviewing the look and feel of contest 
booklets, solutions and related materials for accuracy and adherence to CEMC established naming 
conventions and style guides 

• Collaborates with the Director, Associate Director and faculty contest leads to arrange for digital 
contest booklet and solution proofs to be approved, printed and physical products to be received on 
time, in the correct quantity and within budget by third-party printers 

• Manages and executes the packing and shipping logistics of all contest materials with third-party 
partners, ensuring accuracy, timeliness and excellent collaboration and communication 

• Proficiently uses desktop shipping systems and provide necessary documentation to fulfill domestic 
courier and international customs requirements to meet established contest deadlines, including 
making alternate arrangements if shipments are not received or are incorrect 

• Hires, trains, schedules, supervises and/or collects and submits time sheets to the Financial 
Coordinator for payroll, when necessary, for all contest staff support (CEMC staff and co-ops, casual 
help and volunteers) 

• Facilitates all pre- and post-contest meetings with staff and third-party partners, soliciting feedback 
and process improvement ideas via in-person discussion and surveys and publishes minutes with 
action items. This also includes facilitating the weekly Contest Core working group meetings 

• Implements and monitors all changes to contest processes, collaborating with staff teams such as 
the Client Service team, Information Systems team, Integrated Communications Specialist and all 
other internal stakeholders to ensure success across the unit 

• Collaborate with the Information Systems team on technical needs, process improvements, together 
ensuring all lists derived from integrated sources are accurate and reflect correct student 
information, participation and school orders 

• Supports the faculty leads of the online Computer Science contests (BCC, CCC, CCO) with 
administrative logistics, proactively looking for ways to support customer service and process 
integration 

• Provides the Financial Coordinator with any order discrepancies, additional charges, refunds or 
credits that should be applied to orders or shipping, and sent to Finance, based on data derived 
from the Contest Marking System and Sigma 

• Reviews contest webpage content on a regular basis to ensure up-to-date information is accurate 
and available for the CEMC global client base 

• Collaborates with the Outreach Events Specialist to develop and execute an on-going training plan 
to provide support for contest management, including inventory and production management 

Production and Inventory Management 

• Manages the secure intake, processing, storage and destruction processes for (confidential) contest 
printing, finishing, scanning and marking along with the intake and return of hand-marked contests 
that are disseminated to faculty and contest markers 

• Monitors quality control of jobs, ensuring errors are identified and effectively corrected in a timely 
manner 

• Manages annual contest product supply inventory, tracking materials usage with packing and 
shipping partners 

• Using available year-over-year contest ordering data, pro-actively anticipates supply demands to 
ensure inventory is available to meet client needs, meets established order placement and shipping 
deadlines and accurately anticipates volume increases 

• Adheres to all applicable health and safety procedures, instructions, and directives 

• Prepares to be highly flexible and adaptable to changes in production management under tight time 
constraints, being aware of the cost/benefit and implications adjustments have to other team 
members and partners 
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• Collaborates with Procurement and the Operations Manager, CEMC, on the annual creation of 
Service Level Agreements (SLAs) with third-party vendors 

• Maintains a database and filing system for vendors, suppliers, and venues with up-to-date details of 
annual SLAs, contact information, etc. 

Client and Stakeholder Engagement 

• Establishes and maintains strong and collegial partnerships and relationships with internal and 
external stakeholders that ensures the achievement of CEMC strategic goals and represents the 
CEMC professionally and courteously to uphold its strong global reputation 

• Using a combination of data, client feedback, user-journey mapping and internal process and 
resourcing capabilities to articulate, engages and generates buy-in with other functional groups in 
the CEMC in desired changes that ensure positive client engagement and experience taking CEMC 
contests 

Outreach Events Support 

• Coordinates student awards and recognition activities (events, banquets, medals, plaques, prizes, 
etc.)  

• Along with the Outreach Events Specialist, ensures the smooth and effective implementation of all 
CEMC events including on- and off-campus meetings, contest marking events, workshops, and 
conferences.  

• Acts as the back-up to the Outreach Events Specialist, requiring complete knowledge of every event 
scenario as well as volunteer roles and responsibilities; negotiates and solves any unforeseen 
problems that may arise. 

• Coordinates the event logistics including bookings and arrangements for various travel, 
accommodations, meeting space, meals and catering, audio visual equipment, social activities, 
monitoring registration databases and shared events email inbox.  

• Assists with social media content posting and monitoring related to events as required.  

• Uses virtual platforms to manage virtual events and meetings, including managing preferred settings 
options for event, working with faculty leads to coordinate panelists and speakers, launching 
presentation content and polls, monitoring live chats, attendance and offering technical support to 
participants as needed.  

• Supports the creation and maintenance of the calendar of events in Asana or other project workflow 
software. 

• Provides ongoing recommendations to mitigating risk, including monitoring space conditions and 
best practices.  

 
*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 preferred or equivalent combination of education and experience. Additional 
education or training in events management, production, communications, or business operations 
field preferred. 

Experience 

• 5+ years in customer service and/or technical client relations with progressive accountability for 
overseeing effective operations  

• 3+ years’ experience providing leadership and direction to other staff and support team members 
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• 2-3 years in events management or coordination experience 

• Disciplined approach to planning and project execution with exceptional attention to detail and 
accuracy 

• Demonstrated business acumen, critical thinking, and problem-solving analytical skills 

• Independent judgement in areas of time management, task prioritization and decision-making 

• Proven ability to multi-task, manage a large work volume, conflicting priorities, and deadlines 

• Exceptional verbal and written communications skills 

• Project management experience with a demonstrated ability to manage concurrent projects under 
tight deadlines and with multiple stakeholders 

• Experience developing and monitoring budgets 

• Scheduling and coordination expertise in mixed mode of online and in-person events logistics, 
deeply rooted in best practices, including experience hosting meetings or events in MS Teams, 
Zoom, etc. 

• Reporting expertise for pre- and post- events such as surveys, debriefs, metrics and process 
improvements 

• Demonstrated production supervision and knowledge is considered an asset 

• Inventory management experience and knowledge is required 

Knowledge/Skills/Abilities 

• Exceptional interpersonal skills required to work and effectively communicate with internal and 
external partners 

• Experience with web-based order management systems 

• Experience with web-based shipping systems would be considered an asset 

• Proficient in MS Word and Excel 

• Database experience with ability to enter, manipulate and interpret raw data 

• Strongly committed to a culture of process improvement and change management practices 

• Inventory management knowledge is required as well as highly literate in numeracy to ensure 
accurate data and details in physical inventory, datasets and order quantities on requisitions 

• Must have a solid understanding of data transfer techniques such as SFTP, file-sharing, etc. to 
move digital files to production equipment 

• Sound knowledge of file management to ensure files are backed-up, transferred and stored securely 
and in an organized fashion with experience using SharePoint an asset 

• Demonstrated ability to use and learn new software  

• Experience working with and creating tasks and dependencies in project management and workflow 
software (e.g. Asana and Jira) 

• Ability to create clear and concise instructions documents and manuals required  

• Exercise independent judgement in areas of time management, task prioritization and strategic 
decision making 

• Goal oriented, self-motivated with demonstrated ability to take initiative to work independently and 
effectively as part of a team 

• Familiarity with relevant University of Waterloo policies, procedures and guidelines including Health 
and Safety, Staff Employment, and Hospitality expenses is preferred 

• Obtaining and maintaining a clear Vulnerable Sector police check is a condition of ongoing 
employment 

 
Nature and Scope  

• Contacts: There is a large breadth of interaction with both internal and external groups. Internally, 
this position collaborates with and provides expertise and direction to CEMC faculty, staff, co-ops, 
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volunteers and casual support to execute all 15 CEMC contests on-time and within scope and 
budget. This position liaises with campus partners for design (Creative Services), printing and 
scanning (WPrint), shipping (Central Stores), physical logistics (Plant Operations), catering, room 
bookings and other service needs. Additionally, the incumbent has a large breadth and depth of 
interactions with external stakeholders such as students, parents, teachers, contest markers, 
community members and technical third-party support providers and must have exceptional 
service and communication skills as a representative of the CEMC and University at-large to our 
vast, global client base. 

• Level of Responsibility: This position provides direction and coaching to staff, casual and 
volunteer support. The incumbent will be highly motivated and self-directed to work in a 
collaborative team environment. The individual must always exhibit a high degree of 
professionalism as a unit and university representative using tact, understanding and excellent 
awareness of CEMC policies and procedures. This position has highly specialized work that must 
be planned and executed within defined timelines to ensure financial and reputational success. 
Any exceptional issues will be escalated to the Operations Manager and/or Contest Core group for 
support and guidance.  

• Decision-Making Authority: There is a high degree of risk management inherent in this role. This 
position is responsible for the management of the contest logistics, can make independent 
decisions and provides subject-matter expertise to senior leadership while maintaining the CEMC’s 
reputation. Hence, the incumbent must be able to stay on top of many moving parts, respond 
calmly and professionally at all times, and exercise good crisis management protocols when things 
inevitably go wrong or change. The incumbent makes information-based decisions, using sound 
judgement and empirical evidence, in collaboration with other staff teams and as a member of the 
Contest Core leadership group. 

• Physical and Sensory Demands: Physical effort (moving, bending, twisting, lifting) required for 
boxes of paper, contests and events materials for inventory, set-up and shipping. Administratively 
there is visual and sensory effort typical of working consistently on a computer in an office 
environment. 

• Working Environment: This position operates in both an office and production environment that 
requires ability to move around frequently and requires attention to the surroundings. There will be 
unusual hours or schedules, extended weekend hours, or weekday extended hours with varying 
volume of work leading up to contests and events cycles. Occasional travel may be required.  


