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Job Title:  
 

Manager, National Recruitment 

Department:  
 

Marketing and Undergraduate Recruitment 
 

Reports To:  
 

Director, Undergraduate Recruitment 

Jobs Reporting: 
 

National Recruitment Supervisor; Indigenous Recruitment and Partnerships 

Specialist;  

Salary Grade: 
 

USG 11 

Effective Date: 
 

December 2023 

 

Primary Purpose 

The Marketing and Undergraduate Recruitment (MUR) unit of the Registrar’s Office (RO) is responsible 
for supporting institutional enrolment management goals and supporting campus partners by leading 
infrastructure development. Canada represents both the greatest source of undergraduate students and 
major institutional enrolment and revenue goals. 
 
The Manager, National Recruitment (MNR) is responsible for providing strategy and oversight of the 
recruitment activities across Canada including budget, travel, communication, research, and data analysis. 
The Manager leads a team of staff responsible for developing and executing centralized recruitment and 
outreach plans that see prospects through the enrolment management funnel to confirmation.  
 
The MNR represents Waterloo on provincial and national committees and collaborates with recruitment 
leaders at other institutions to ensure the success of Ontario universities’ annual collective initiatives. They 
lead Waterloo’s presence at the Ontario Universities’ Fair in partnership with staff, students, and faculty 
across campus.  
 
Key Accountabilities 
 

Provides strategic oversight on national recruitment and outreach activities 
• Informs the development, implementation, management, evaluation, and enhancement of 

strategic recruitment plans that support Canadian enrolment management objectives, including 
the enrolment of specific audiences such as Indigenous students 

• Carefully oversees the co-ordination of logistics for all Canadian recruitment travel, including the 
creative solution of any problems that may arise and the organization of well-developed plans 
that include consideration of important factors such as other universities’ travel strategies and 
high school professional development days 

• Manages positive and effective relationships with prospective students and their supporters; 
recruitment and admission specialists from other Canadian institutions; guidance counsellors, 
teachers, principals, and school board officials; Waterloo students and alumni; and community 
partners 

• Ensures the development and execution of appropriately targeted recruitment scripts, visual 
presentations, and display materials 

• Ensures timely, accurate, consistent, and ongoing follow-up with key audiences, including 
responses to direct in-person or email inquiries from students 
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• Manages and operationalizes influencer initiatives, including but not limited to special 
information events and on-campus activities targeted at influencers such as guidance 
counselors and supporters of younger students 

• Develops and manages a significant budget aligned with the successful achievement of the 
university’s enrolment management goals as related to Canadian undergraduate recruitment 

• Provides leadership and audience expertise with respect to the creation and implementation of 
Canadian marketing strategies, and consults with, advises, and interacts directly with marketing 
and undergraduate recruitment professionals in the faculties, professional schools, and 
university colleges; and managers and staff in MUR, the RO, and numerous university 
departments 

• Analyzes, understands, and applies current and historical enrolment data in combination with 
demographics to determine trends, forecast future opportunities, and inform strategy 
development 

• Develops, writes, updates, and follows business plans to which the role contributes 

Leading and Managing people 

• Hires, supervises, and evaluates national recruitment staff, including the management of 
interview committees, the selection of outstanding candidates, salary negotiations, and any 
disciplinary action necessary 

• Oversees the successful completion of all undergraduate recruitment-related travel within 
Canada, including budget, market evaluations and reports, and travel documents 

• Ensures that all national recruitment personnel maintain awareness of cultural, language, 
religious, political, socio-economic, and other relevant factors in national recruitment markets 

• When necessary, accompanies or stands in for reporting staff during recruitment travel 

• Represents Waterloo on and works effectively with a variety of external interuniversity provincial 
committees related to key accountabilities; regularly takes on leadership roles on these 
committees 

Measurement and Impact 

• Develops and uses a range of data sources to evaluate the national recruitment strategy 

• Establishes metrics to assess the effectiveness of the overall Canadian recruitment strategy and 

acts on feedback to ensure the strategy is meeting the goals of MUR and its various 

stakeholders 

• Understands the role of research in MUR’s evidence-based strategies 

Events and Project Management 

• Manages and oversees all aspects of Waterloo’s participation in the Ontario Universities’ Fair, a 
complex multi-day event involving approximately 100,000 visitors and hundreds of Waterloo 
faculty, staff, students, and alumni, and negotiates effectively with the interuniversity organizing 
committee to safeguard Waterloo’s interests and reputation 

• Manages and oversees Waterloo’s participation in Ontario Universities collective events and 
Waterloo specific events including Ontario Universities’ Information Sessions, Guidance 
Dialogues, etc. 

• Provides leadership and guidance on the expectations around events that all members of the 
National recruitment team are expected to uphold to safeguard Waterloo’s interests and 
reputation 

Leadership and culture 

• Ensures that MUR and UW values are present when engaging with others and delivering on all 
aspects of the position 

• Keeps fully informed and knowledgeable about all aspects of programs, admissions, student life, 
and other issues related to prospective students 
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• Maintains awareness of cultural, language, religious, political, socio-economic, and any other 
relevant factors in Waterloo’s recruitment markets 

• Participates in MUR recruitment events and in the administration of specific RO department-wide 
and university-wide responsibilities 

 
*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 
• Bachelor’s degree, preferably from Waterloo 

Experience 

• 5+ years’ experience in university recruitment 

• Experience in hiring, supervising, evaluating, and developing employees as well as developing and 

managing budgets 

• Excellent written and oral communication skills, including delivering dynamic presentations 

• Understanding of student recruitment, the enrolment management funnel, and the many forces that 
influence students’ post-secondary decisions 

• Ability to speak credibly about all aspects of Waterloo, including admissions, student life, programs, 
co-op, financing, residence, and success after graduation 

• Strong organizational and problem-solving skills coupled with the ability to handle multiple projects 
and deadlines in a fast-paced environment while building consensus and foster teamwork among a 
variety of stakeholders 

• Flexibility, diplomacy, sound judgment, and relations management skills coupled with the ability to 
influence and motivate others and to manage crisis situations effectively 

Knowledge/Skills/Abilities 

• Advanced knowledge of MS Office 365 (especially Word, Excel, PowerPoint, and Sharepoint) 

• High comfort level in manipulating and analyzing large data sets 

• A Vulnerable Sector Check is required 

• A valid Driver’s Abstract and ability to rent a car in Ontario (I.e., possession of a valid G driver’s 
license or equivalent) is required 

 
Nature and Scope  

• Contacts: Internally, communicates with all employees in all groups and departments and at all 
levels to ensure the successful implementation of all Canadian recruitment strategies to ensure the 
University of Waterloo can continue to attract high-quality students; externally, communicates with 
a wide variety of audiences to deal with, influence, and motivate others to achieve university goals, 
including advocating for uWaterloo’s needs in collective marketing and recruitment initiatives 
developed by external interuniversity committees. 

• Level of Responsibility: Manages permanent and contract national recruitment staff. Responsible 
for managing a university-wide function or process to sustain the success of Canadian recruitment 
strategies, which represent a crucial element of the overall undergraduate recruitment strategic 
marketing plan and has a significant impact on Waterloo’s reputation, enrolment management 
objectives, and revenue. Significant budget oversight.  

• Decision-Making Authority: Makes decisions about: hiring, training, and discipline of reporting 
staff; about the most effective methods of managing and operationalizing all Canadian recruitment 
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strategies, including market research, organization of staff and resources, personal interactions 
and collaboration, work flow, consultation, budget, and other key accountabilities; determines the 
optimal course of action to solve problems and to exert influence on other stakeholders and on key 
recruitment audiences; makes independent decisions while travelling and to ensure that 
uWaterloo’s Canadian marketing priorities are top of mind at meetings of external interuniversity 
organizations. 

• Physical and Sensory Demands: While on campus: minimal exposure to disagreeable conditions 
typical of a position exposed to stress and pressure associated with project-management level 
responsibilities; work outside the normal operating hours of the institution. While travelling: 
frequent flying, standing for long periods, heavy lifting of recruitment materials, living in hotels and 
spending time away from the office and home, necessity of putting personal/social activities on 
hold. 

• Working Environment: While on campus: minimal exposure to disagreeable conditions typical of 
a position exposed to stress and pressure associated with management-level responsibilities; work 
outside the normal operating hours of the institution. While travelling: extensive driving, occasional 
flying, standing for long periods, living in hotels and spending time away from the office and home, 
necessity of putting personal/social activities on hold. 


