WATERLOO

Job Description

Job Title: Administrative Officer

Department: Chemistry

Reports To: Chair

Jobs Reporting: Financial Officer, Administrative Assistant
Salary Grade: USG 12

Effective Date: December 2022

Primary Purpose

The Administrative Officer is a strategic leader and advisor, ensuring the department is well positioned to
achieve the development and implementation of its strategic plan. The Administrative Officer is
accountable for the development and management of effective and efficient administrative structures that
support the academic and non-academic activities. As the most senior staff member in the department the
Administrative Officer is responsible for overall business operations, human resource management,
financial oversight, and the management of facilities, including equipment and technology. The
Administrative Officer provides important continuity as academic leadership team member’s change and
exercises considerable judgment and discretion in their capacity.

Key Accountabilities

Strategic Planning & Administrative Leadership

e Active member of the Chemistry Executive Committee, which develops short-and-long-range
strategies and operational plans for the department; provides confidential and strategic advice,
information and data analysis to support decision making;

¢ Provides academic administrators and researchers with confidential strategic advice (e.g. budget and
finance, infrastructure, human resources etc.);

e Serves as primary source within the Department to provide interpretation and application of UW
policies, procedures and guidelines;

¢ Develops, implements and monitors long-term strategic initiatives and operational plans. Directs
appropriate resources to support strategic and operational plans, including physical resources,
financial resources and human resources;

e Analyses and assesses financial risk of long-term strategic and operational plans;

e Analyses data and executes requests for departmental information required at the department,
faculty or institutional level;

e Manages the continuity of academic administrators through effective record keeping and internal
departmental procedures;

o Develops and manages departmental databases, in coordination with the Faculty of Science;

¢ Liaises with academic partners such as the University of Guelph, Institute for Quantum Computing,
Waterloo Institute for Nanotechnology and Nanotechnology Engineering program with respect to
collaborative teaching and research projects;

e Oversees the planning and execution of Department events (retreats, reviews, outreach events, dept.
social events);

e Oversees strategic marketing and communication activities including internal communication, web
content and advertising;

e Manages and participates in departmental self-studies, site visits and outcome responses.
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Human Resource Management

Develops and manages staffing strategies in relation to the department’s strategic planning initiatives;
Develops and implements departmental administrative policies and processes;

Manages the recruitment, on-boarding, professional development, and retention of all administrative,
academic (lab instructors), and research support staff members within the department, ensuring roles
match current department needs and strategic planning for future activities;

Manages the annual staff performance evaluation process for administrative staff, research staff,
Atmospheric Chemistry Experiment (ACE) staff and academic/lab instructor staff;

Oversees the on-boarding of new faculty including office and laboratory set-up, training on HR and
finance systems and processes, department support roles and University wide systems;

Hires, approves, and monitors all payroll paperwork for temporary contracts, casual employees,
teaching assistants and co-op students;

Reviews job descriptions and manages the job evaluation processes for all administrative staff,
research staff, and lab instructors; provide recommendations for USG grading and compensation;
Manages the allocation of administrative staff to ensure effective use and financial viability;

Provides administrative supervision, functional guidance, and counseling to Chemistry research staff
(4), lab instructors (9), ChemStores staff (2) and prep room staff (1) as well as all temporary contract
hires, Research Assistants, Research Associates and Post-Doctoral Fellows;

Provides oversight for hiring, training and administrative support for research staff including Research
Assistants, co-op placements, volunteers and other casual and temporary positions to ensure
compliance with The Employment Standards Act and University policies and procedures;

Facilitates constructive team relationships and manage interpersonal conflict resolution;

Coaches and mentors staff, monitors workloads and provides direction and problem-solving support;
Maintains personnel files, work schedules and vacation records for staff in accordance with
University polices;

Reviews and updates administrative processes and implements improvements.

Financial Management

Develops and implements the Department’s annual operating budget, working with those in senior
departmental administrative positions and with the Faculty Financial Officer;

Develops and administers course budgets for UG teaching labs and departmental core facilities;
Provides oversight for purchasing, upgrading, management and technical support of teaching and
research lab infrastructure and operations (equipment, renovations, course supplies);

Working with the Chair and those in senior departmental administrative portfolios, establishes
budgets and allocates resources for departmental activity (i.e. teaching assistants, sessional
lecturers, equipment and renovations);

Monitors and reports on the financial status of major strategic and operational initiatives (i.e.
renovations, research services, etc.);

Conducts analysis to support planned or anticipated program changes & enhancements to provide
departmental management with an assessment of financial viability;

Actively monitors and reports on the financial status of salary, non-salary expenditures and project-
specific budgets for all fund types, and provides approvals as designated,;

Provides accurate and up-to-date financial information to the Chair on the overall financial status of
the department on a monthly basis, and as required including research grants and contract accounts,
and any other financial risks or liabilities (e.g. severance);

Provides direction and guidance to staff and faculty members to ensure operating, research, trust and
endowment accounts are effectively managed,;

Works closely with the Financial Officer to develop, improve, and promote internal financial
processes, ensuring that University policies and procedures are followed;
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Authorizes expenses on operational and faculty support work orders;

Serves as signing authority for Department TA budget. Approves payroll expenses for Teaching
Assistants and casual employees;

Provides direct oversight related to the management of special funds or projects — e.g. e-Ontario
Funding, Canada Research Chairs;

Provides direction and guidance for income sharing funds and one-time budget transfers between the
Department and the Dean of Science Office.

Facilities and Physical Resource Management

Develops and executes strategic initiatives with the Chair to optimize usage of space and resources
within the Department, and to facilitate and maintain state of the art experiential learning and
research space;

Plans, implements and manages space allocations/reallocations across multiple buildings (C2, ESC,
PHYS, QNC, and STC) for both teaching and research activities and programs in consultation with
the Chair and Faculty of Science Operations and Space Management (and approx.111,600 square
feet);

Works closely with the Dean'’s office to ensure that departmental space planning is coordinated with
Faculty of Science space planning (287 spaces - 24 UG lab/support spaces, 127 research/research
support spaces, 133 offices/office support spaces,1 classroom, 1 lounge);

Oversight of Department infrastructure, facilitates maintenance, repairs and oversees large scale
renovations of space as approved through departmental and faculty processes;

Monitors renovation progress, allocates budget if needed, ensures that communication of project
status to relevant stakeholders is seamless;

Manages service disruptions, resolves concerns (e.g. noise, dust, vibrations) and responds to
inquiries about renovation project;

Manages space relocation of personnel during renovation projects;

Plans and coordinates moves, asset disposal and lab decommissioning within the Department;
Authorizes purchase and/or replacement of equipment, furniture, computers, lab consumables and
supplies;

Manages space records within the Department;

Manages Department security (security codes, lab door codes, lock changes);

Coordinates and monitors work requests for physical space that is occupied by Chemistry;
Manages the contract for the servicing of the departmental autoclaves.

Health & Safety

Administrative member of departmental Health and Safety Committee;

Provides support to the Department Health and Safety Chair as they manage safety programs and
initiatives within the Department to ensure all Chemistry research and teaching labs are compliant
with UW safety regulations as outlined by the policies of the University Safety Office including the
proper use and storage of chemicals are met;

Responsible for ensuring all graduate students, staff and faculty have completed mandatory online
and in-class health and safety training modules;

Responsible to ensure departmental health and safety inspections for laboratories, administrative
and teaching spaces are done monthly as well as term inspections completed by the Department
Safety Committee members. Monitor that any safety infractions are dealt with quickly.

Ensures Incident and Investigation Reports are completed and submitted to the Safety Office;
Notifies Department members of planned fire drills and coordinates building evacuation changes with
the Department Safety Chair. Acting Fire Warden in the Department;

Provides direction and guidance for faculty members and lab associates on health and safety issues;
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¢ Ensures the Department completes the Risk Hazard Assessment provided by the Safety Office and
that it is reviewed annually for updates to any new risk hazards in labs.

Special Projects and Administrative Initiatives

o Liaises with academic partners such as the University of Guelph, Institute of Quantum
Computing, Waterloo Institute of Nanotechnology and the Nanotechnology Engineering program
with respect to collaborative teaching and research projects;

e Primary contact in Chemistry for departmental and Faculty of Science renovation projects and
University building shutdowns for maintenance affecting Chemistry space (i.e. ESC 3 floor
renovation, C2 HVAC, etc.);

e Other projects and duties as may arise.

*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 Bachelor's degree and several years of increasing responsibilities and administrative experience in an
academic department

e Leadership experience in Human Resources and Business Administration required

¢ Additional education or professional experience in management operations, HR administration, and
communications is an asset

o Familiarity with chemistry but also science, engineering or technical disciplines in general is an asset.

Experience

¢ 5+ years of management experience, preferably in an academic setting

e 3+ years of human resource/staff management and operational leadership experience

e 3+ years of developing, monitoring and managing budgets including developing financial projections
and participating in financial planning

¢ Working knowledge of Human Resource legislation (Employment Standards Act)

e Experience in strategic planning, developing administrative structures, issues escalation resolution,
infrastructure and operations management is preferred

Knowledge/Skills/Abilities

o Excellent interpersonal skills are required, including outstanding verbal, written, and listening skills

¢ Ability to demonstrate outstanding leadership and management skills and be a proven strategic and
pragmatic thinker

e Ability to synthesize and organize financial information; demonstrated analytical skills

¢ Demonstrated ability to design and implement new and changing administrative and financial
structures

e Ability to guide, coach and mentor staff; create and foster constructive team relationships

e Demonstrated ability to make independent decisions and to build consensus, where required

e Proven track record of successful relationship-building to work effectively and collaboratively across
faculties and departments, and with various internal and external stakeholders

e Knowledge and experience interpreting UW policies, procedures and guidelines is preferred

e Multi-tasking, concurrent task and problem management skills are essential with the ability to assess,
analyze and resolve issues highly complementary
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Tact, judgement & diplomacy are essential

Ability to motivate others, and to facilitate and settle highly sensitive matters

Competencies will include creative thinking, interpersonal, organizational and communication skills.
Intermediate/advanced MS Word and Excel; Basic PowerPoint

Experience with Sharepoint, Concur, Unit4, ICIMS, Workday, Power BI, Safely, OneDrive, Adobe Pro
and Microsoft Access an asset

Nature and Scope

Contacts: This position requires communication with a wide range of internal contacts to obtain, clarify
and discuss information and problems, leading to a resolution. This position requires a sensitivity to
the needs of a wide base, including staff, faculty, students, and contract employees. Communication
with internal and external staff to deal with operational matters and to influence and motivate others
and to facilitate when settling highly sensitive matters. External to the Department, this person
communicates with Faculty and University level administrators to obtain action, negotiate, and reach
agreement. This role manages the relationship for administrative matters with key partners (internal
and external to the university). Examples include GWC2, IQC, WIN and the Faculty of Engineering.
Level of Responsibility: Senior staff member with department-wide impact with direct and
indirect/functional reports; performs specialized work with minimal supervision.

Decision-Making Authority: Makes independent decisions regarding administrative operations in
support of the Department’s teaching and research missions. Has signing authority for operating
budget and allocation. Makes independent decisions on timelines, budget allocation, staffing resources
to meet established department objectives. Makes hiring and performance evaluation decisions
regarding departmental administrative staff. Make decisions about the best way to document and
communicate policies and procedures. Makes independent decisions regarding implementation and
dissemination of information about institutional policies and procedures; develops guidelines for
departmental operational practices

Physical and Sensory Demands: Minimal demands typical of a senior administrative position
operating within an office environment

Working Environment: Minimal exposure to disagreeable conditions typical of a supervisory position.
Psychological risk exposure to stress and pressure associated with senior level responsibilities,
significant financial oversight and confidential human resource leadership.




