WATERLOO

Job Description

Job Title: Director

Department: Centre for Career Development

Reports To: Associate Provost, Cooperative and Experiential Education

Jobs Reporting: Associate Director, Career Education; Manager, Business Operations
Salary Grade: USG 15

Effective Date: April 2025

Primary Purpose

The Centre for Career Development (CCD) is a part of the Co-op and Experiential Education (CEE)
portfolio. The CCD fosters excellence in supporting the career readiness of University of Waterloo learners
as a thought leader and central provider of career development education, programming and services.

CCD provides career education to undergraduate and graduate students, postdoctoral fellows and alumni
in ways that facilitate navigation of the future world of work with resilience. Specific areas of focus include
supporting learners to clarify who they are (identify and synthesize skills, values, desired impact,
interests), discern employment and education pathways (identify labour market and occupational
information), set goals (synthesize internal and external factors), and navigate career/employment barriers
through effective strategies and tactics.

Effective, accessible post-secondary career education is integrated into the student experience and
founded on continual knowledge-building and innovation in the career development field, strategic
partnerships across campus (students, faculties, academic support units), and is connected to employer-
facing campus partners and the wider regional, national and international community of career
development innovation. Strong, healthy relationships and knowledge-maintenance networks are required
across these spaces to maximize CCD’s sustained quality and impact. The Director, Centre for Career
Development (CCD) is accountable for providing strategic leadership and effective management of the
partnerships and resources central to this mission.

The Director, CCD demonstrates thought leadership in overseeing strategic partnerships and initiatives to
support the ongoing design, development and delivery of, access-enhancing, integrated and inclusive
career education services, programs, curriculum and resources to support learner career readiness, well-
being, and preparation for a complex future.

Key Accountabilities

Strategic support for the Cooperative and Experiential Education portfolio

e Help shape and execute the strategy for the university’s Coop/WIL/Career Education ecosystem

e Act as thought leader to innovate toward global leadership in Career Education, across curricular
and co-curricular contexts, advancing and evolving the strategic integration of career education into
academic programs, co-operative education and new (non-Co-op) work-integrated learning (WIL)
programs, workshops and courses.

e Build capacity for faculty and staff to successfully facilitate Career Education by overseeing the
development and delivery of related resources, workshops and supports.
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Support a cohesive CEE portfolio by collaborating and coordinating with units across Co-operative
and Experiential Education
Work closely with leadership across CEE to ensure a positive co-op student experience

o Oversee the effective design and delivery of co-op process supports for students in their first

CO-0p recruitment term

In conjunction with the Work-Learn (WxL) Institute, conduct or direct research that helps inform CEE
or University practices and directions in career education
In collaboration with the CEE Strategic Enablement Team, recommend systems and process
improvements that will bolster learner access to Coop, WIL and Career Education and support the
student experience
Personally championing mission, vision and guiding principles and playing a leadership role in
bringing them to life
Develop and maintain productive, collaborative working relationships across all six Faculties (e.g.,
Associate Deans, Program Directors) as well as with the leadership of academic support units
including but not limited to the Student Success Office (SSO), Graduate Student and Postdoctoral
Affairs (GSPA) Office, Office of Advancement, Centre for Extended Learning (CEL), Registrar’s
Office (RO), Centre for Teaching Excellence (CTE), and others
Share information internally through reporting lines, meetings, committees, etc., and externally (e.g.,
to inform provincial, national and international initiatives); represent Waterloo in external
consultations regarding career education and how it aligns with WIL and Coop structures and
supports learner well-being
Engage with government and other external organizations relevant to Career Education and its
impacts on well-being to capitalize on opportunities for the University
Represent and promote the University’s strong reputation for Coop, WIL and Career Education
through membership and engagement in provincial, national, and international professional
associations; presenting at conferences; publishing written works; networking with fellow
practitioners across the country.

L2

Strategic leadership and direction of inclusive, integrated career education

Provide leadership and strategic guidance to the development and delivery of the CCD’s career
readiness strategy, such as through inclusive career education services, programs and resources to
foster agency, clarity of purpose, and well-being in navigating the future of work
Direct the service landscapes designed for undergraduate students, graduate students, postdoctoral
fellows and alumni to ensure appropriately tailored approaches
Lead the unit to engage meaningfully with its various stakeholder groups to continually enrich the
team’s understanding of how best to support learners’ intersectional needs

o Ensure the student voice is taken into account alongside best practices, research and

service data to ensure CCD resources are accessible, inclusive, and impactful

Build effective relationships with university leadership across the faculties (Associate Deans;
Associate Deans for Coop), academic support units (GSPA, CTE, Velocity, Student Success Office,
Campus Housing, and Campus Wellness), student organizations (WUSA, GSA), and committees
(Student Services Advisory Committee, Coop Education Council) to support undergraduate and
graduate student thriving
Partner with the Office of Advancement (Alumni Relations), Organizational and Human
Development, Centre for Extended Learning (CEL), and others to support the career development of
alumni and other fee-paying university learners
Monitor business practices to ensure CCD has the appropriate systems and processes in place to
meet the needs of all stakeholders both within and external to the University
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e Ensure that CCD provides top-quality career education services, workshops, and resources that
advance the goals and objectives of the University as they relate to the student experience,
innovation, EDI and belonging, and both employer and alumni engagement.

» Guide CCD in creating conditions to inspire meaningful student engagement in career education,
and ensure that the department gathers the appropriate data and information to make sound
programming decisions

s Qversee the maintenance of an active, collaborative approach with employers, alumni, and other
professionals to ensure student access to current, relevant career intelligence, including regarding
strategic sectoral talent management challenges and needs and navigating the volatile, uncertain,
complex and ambiguous (VUCA) future of work

e Leverage co-op employer relationships to provide sector-specific knowledge and advice,
enhance employers’ relationships with the university, and support students in preparing
for the non-linear future of work and lifelong learning

Lead the department and staff development and ensure delivery of results supporting the

departments and portfolio’s strategic priorities

s Qversee the development and execution of CCD systems, business processes, practices and
procedures as well as approaches to staff recruitment, development, and retention

s Qversee the unit’s financial resources and performance

s Manage the unit’s organizational structure to ensure succession planning, cross-training to manage
capacity, opportunities for meaningful career growth within the team, and effective operations

» Guide the management team in effective departmental operations and cultivating an inspiring work
team dynamic within a progressive and productive environment

e Lead the identification, development and implementation of projects and systems to improve service
quality, relationships, stakeholder satisfaction, timeliness, staff capability and performance

*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; Master’'s degree required (relevant discipline such as related to
career education, well-being, leadership, education, or counselling preferred)

e Career Development Professional certification/training an asset

Experience

¢ Minimum of 10 years’ progressive experience in a senior leadership role, overseeing complex
multi-stakeholder human services, preferably in higher education environments, managing and
coaching teams and individuals

e Demonstrated success in the development and strategic leadership of services related to career
education, work-integrated learning (WIL) or cooperative education is an asset

¢ Significant experience successfully developing and leading effective strategic plans and/or
strategic change initiatives

e Experience maintaining strong internal and external relationships at multiple levels and working
effectively in highly collaborative settings

o Experience with development and management of department budgets is preferred
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e Experience with overseeing sound program evaluation processes
e Experience providing program leadership to a team including providing functional guidance and
direction to team members

Knowledge/Skills/Abilities

e Very strong understanding of higher education, work-integrated learning, and career education
in particular

¢ Proven management and leadership skills in cultivating an effective and engaging environment
in which managers and teams have agency and opportunities for growth

e Excellent oral and written communication skills, with the ability to effectively present strategies
and plans to senior management

o Excellent critical thinking skills, with the ability to synthesize and balance trends in quantitative
results and qualitative feedback, to ensure effective service decisions in uncertain contexts

o Demonstrated ability to influence, negotiate, and develop strong relationships at multiple levels
and across diverse audiences and areas

¢ Outstanding skills in maintaining open lines of communication to foster and maintain trust in
individual and team settings, and achieving desired outcomes through collaboration

¢ Understanding of own social location, power and privilege, and demonstrated ability to observe
and call out own biases when leading, analyzing systems, and developing solutions

¢ Ability to adapt skills and experience to new environments

e Excellent active listening skills

o Demonstrated high levels of organization, decision-making skills, ability to manage high volumes
of activity and change, and tolerance for ambiguity

Nature and Scope

Contacts: The Director works closely with the Associate Provost, Co-operative and Experiential
Education (CEE) and with the leadership team of CEE. The Director holds the primary responsibility in
the department for effective relations with key departments and leaders on campus, such as the
directors of Alumni Relations, Counselling Services, Organizational Human Development (OHD),
Centre for Extended Learning (CEL), Centre for Teaching Excellence (CTE), Marketing and
Undergraduate Recruitment (MUR), Human Resources, Student Success Office (SSO), Writing and
Communication Centre; Graduate and Postdoctoral Affairs Office (GSPA), the Library, as well as
associate deans, department and school chairs, and program directors. The Director is also a member
of several campus committees, such as the Student Services Advisory Council (SSAC) and
Cooperative Education Council (CEC), helping to inform decisions that involve/affect student services,
the integration of career education into the curriculum, students’ degree outcomes and academic
records/transcripts, and career education supports for cooperative education and WIL. External
Maintains strong relationships and collaborations with university career leadership at provincial,
national and global levels; engagement with career development associations; maintain connections to
Coop/WIL thought leadership, WIL practitioners and employers from around the world..

Level of Responsibility: The Director has ultimate responsibility for final decisions for goals and
directions within the Centre for Career Development unit, which includes multiple service teams
supported by full-time staff, co-op and WIL students, and casual staff.

Decision-Making Authority: Final decision-making authority for all items outlined above; budgeting
allocation of resources within the unit; hiring decisions; uses judgment to determine when and how to
escalate issues to the Associate Provost, CEE or elsewhere at Waterloo.

Physical and Sensory Demands: Minimal demands typical of a senior position operating within an
office environment.
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 Working Environment: Exposed to stress and pressure associated with senior level responsibilities,
frequent distractions and competing priorities. Involves moderate psychological risk resulting from
unavoidable exposure to hazardous, disagreeable or uncomfortable environmental and psychological
conditions. There may be unusual hours or schedules, multiple and/or tight deadlines beyond one's
control, and constant interruptions (e.g., calls, e-mails and unplanned but urgent requests)



