WATERLOO

Job Description

Job Title: Academic Programs Administrator/Advisor
Department: Conrad School of Entrepreneurship and Business
Reports To: Administrative Officer

Jobs Reporting: Co-op student(s) in administrative support roles;
Salary Grade: UsG7

Effective Date: August 2021

Primary Purpose

The Academic Programs Administrator/Advisor is primarily responsible for the effective and efficient
delivery of academic and administrative services to all students in graduate programs and undergraduate
courses and programs offered by the Conrad School of Entrepreneurship and Business. This includes the
Master of Business, Entrepreneurship and Technology program (MBET), the Graduate Diploma in
Entrepreneurship and Business (GDip), the Minor in Entrepreneurship and the Option in Entrepreneurship.
The incumbent works closely with the Associate Director, MBET and the Associate Director,
Undergraduate and Non-Degree Programs as a central resource for the interpretation of UW policies as
they relate to all aspects of both graduate and undergraduate program administration. A significant aspect
of the job is operational leadership, oversight of academic advising and being the primary administrative
contact for incoming, transferring and current students with the Conrad School. Daily activities include
student advising, course scheduling, preparation of reports and documents and the management of
student records. The Academic Programs Administrator/Advisor is a key contributor toward the quality of
student experience for Conrad School programs and courses. As such, they must have an appreciation for
the diverse background and experience of the School’s student population.

The Academic Programs Administrator/Advisor will provide functional daily direction to the Administrative
Coordinator. The incumbent reports to the Administrative Officer and works in close partnership with the
Associate Director, MBET, the Associate Director, Undergraduate and Non-Degree Programs and the
Conrad School marketing and communications team.

Key Accountabilities

Graduate and Undergraduate Support and Advising:

e First point of contact for all Conrad School graduate and undergraduate student academic
inquiries and the primary contact for students in crisis

o Exercise judgment with respect to confidentiality and sensitivity of student mental health and
wellness issues, referring students in crisis to appropriate campus resources and support
services (eg. Counselling Services, UW Campus Police, Health Services, Here 24/7,
Good2Talk, etc.)

e Provide confidential advising to students regarding individual course and program goals during
the full academic cycle from admission to convocation (includes admission, course and degree
requirements)

e Problem-solve with current students to resolve academic issues related to enrolment, fees,
grades, scheduling, awards, convocation
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e Serve as communication liaison between the university and current graduate and
undergraduate students, disseminating and interpreting significant news, procedural changes,
important dates, and other relevant information

e Investigate inquiries of a complex and unique nature and advocate on behalf of students who
require accommodations or non-standard arrangements

e Interpret and apply university regulations, and Faculty/department policies and procedures to
advise and recommend solutions to student issues

e Provide advice or direction and work with stakeholders on academic issues to help students
cope with stressful circumstances or negative academic decisions

e Prepare documentation regarding cases of academic dishonesty, student appeals, etc.

Graduate and Undergraduate Admissions and Recruitment:

e Oversee the admission process for all Conrad School full time and part time graduate
programs to ensure compliance with requirements and conditions of admission set by the
School, the Faculty of Engineering and the GSPA (Graduate Studies and Postdoctoral Affairs)
Office

e Assess applicant materials and independently make decisions to deny or seek exceptions for
ineligible applications

e Advise Graduate Officer(s) on admissible candidates for consideration, providing background
research to support the academic admission decision-making process

e Provide exceptional client service when responding to inquiries from applicants regarding
admission and graduate program information (file processing, timelines, deadlines, financial
support, process updates) to positively impact retention rates

¢ Manage the flow of graduate admission files through electronic application assessment
systems (currently OnBase and Kira Talent)

¢ Investigate and resolve complex applicant issues and requests, recommending solutions

o Liaise with the Engineering Graduate Studies Office and GSPA regarding disputed admission
recommendations and independently draft communications advocating for non-standard cases

¢ Oversee the monitoring, tracking and reporting of acceptance status, deferrals and enrolment
status changes for recruitment and program planning purposes

¢ Adhere to School admission processing deadlines and ensure that all work meets required
standards

o Assess applicant files to determine admission scholarship eligibility and make award
recommendations to the Associate Director, MBET

e Oversee the unique application process for BET 300 and the Enterprise Co-op program, both
of which are available to all undergraduate students at UW from any faculty

¢ Investigate and determine best admission practices for planned future undergraduate
program(s)

o Participate in regular marketing and communication team meetings to report on applicant data
that impacts admission recruitment goals, progress and action plans

Graduate and Undergraduate Program Administration:

e Provide administrative advice to the Associate Director, MBET and Associate Director,
Undergraduate and Non-Degree Programs in matters relating to all Conrad School
undergraduate and graduate academic programs and courses

¢ Oversee graduate student academic progression from admission to convocation, ensuring
smooth enrolment, maintaining student records, investigating complex issues when they arise
and recommending solutions to the student and/or appropriate Associate Director
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Manage all aspects of BET (undergraduate and graduate) and BE (graduate) course
scheduling, grade submissions, course evaluations, and degree completion each term
Determine required TA support for all eligible graduate and undergraduate courses each term
Process TA payroll (contract and casual) for existing graduate students and casual alumni
TA’s, maintaining records for payroll reconciliation

Accountable for all graduate and undergraduate scholarship payments each term; identifying
and resolving errors or omissions promptly and ensuring that budgeted funds are spent
Oversee the management of LEARN community groups for full-time MBET, three part-time
MBET cohorts and Enterprise Co-op

Manage an annual entertainment budget (~$50,000) for student events related to academic
programs (MBET FT and PT Ignition Weeks, MBET PT catering, MBET Yearend Party,
Convocation and student holiday receptions)

Prepare statistical reports and analysis to support short- and long-term graduate and
undergraduate program goals

Responsible for the maintenance and destruction of student records as per UW records
retention policies

Deliver effective and proactive liaison on behalf of students and faculty with other units on
campus (Finance, RO, EGSO, GSPA, SAFA, DOE)

Supervision of staff:

Provide functional supervision of the Administrative Coordinator role, assigning tasks and
monitoring workload

Set priorities and deadlines for the Administrative Coordinator tasks, balancing strategic
considerations and operational requirements of the School's academic programming

Provide guidance and mentorship to other academic administrative support staff

Provide operational feedback to support the performance evaluation process for the
Administrative Coordinator

Responsible for hiring, orienting and supervising administrative co-op students (1 or 2 per year)

Attend meetings of appropriate committees and/or working groups as a subject-matter-expert
on all aspects of academic programming

Provide backup assistance for other Conrad School administrative team members, including
the Administrative Officer, during absences or as needed

Maintain procedures and documentation pertaining to the responsibilities of the position,
identifying and recommending improvements

Provide support to periodic internal and external graduate and undergraduate program reviews
Other duties or projects as assigned by the Administrative Officer, the Associate Director,
MBET, and/or the Associate Director, Undergraduate and Non-Degree Programs

*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
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Education
e Post-secondary education in any field is preferred
e A combination of equivalent education and/or related experience will be considered

Experience

o 5+ years’ experience in an office environment with a strong focus on teamwork and a proven
ability to create and maintain effective working relationships with a broad range of stakeholders
(eg faculty, staff, and students)

o 3-5years’ experience providing client-centered service with a positive, dynamic and outgoing
approach in a busy office environment

e 1-2 years’ experience advising graduate and undergraduate students with a demonstrated ability
to provide effective and confidential support through difficult situations; exercising tact,
diplomacy, discretion and good judgement

e 1 year experience with graduate and/or undergraduate course scheduling submitted through a
centralized scheduling system is preferred

Knowledge/Skills/Abilities
¢ Intermediate to advanced skill with Microsoft Office, databases and other web-based
applications is required — Excel, Word, Outlook, SharePoint, WCMS, Peoplesoft and student
information systems such as Quest, LEARN and OnBase
¢ Comprehensive understanding of university policies and procedures as they relate to graduate
and undergraduate studies
¢ Demonstrated ability to learn and adapt to specialized software and systems
Proven ability to manage multiple and competing priorities with a high level of initiative, flexibility,
thoroughness, accuracy, and attention to detalil
Evidence of a proactive and creative approach to problem solving
Demonstrated ability to think and act quickly and effectively under pressure
Proven ability to set priorities and remain organized in a deadline driven environment
Excellent written and verbal communication skills including the ability to articulate and interpret
issues, guidelines or policies to others clearly and without error
Multi-cultural awareness and sensitivity is required to work with a diverse group of stakeholders
e Event planning and group presentation skills are an asset
o Demonstrated understanding of the entrepreneurial ecosystem in Waterloo Region is preferred

Nature and Scope

e Contacts: Internally, makes contact with counterparts and colleagues to present and discuss
information and problems. Others include current graduate and undergraduate students at UW, staff in
the Graduate Studies and Postdoctoral Affairs Office, Registrar’s Office, Engineering Grad Studies
Office, Student Financial Accounts, IST/LEARN, AccessAbility Services, Bookstore, Scheduling,
Waterloo International and other student support units on campus. This role maintains and cultivates
strong working relationships with all Conrad faculty, staff, students and alumni. Externally, this role
has contact with prospective students. They influence others, causing understanding, actions or
acceptance. Persuasiveness or assertiveness, as well as sensitivity to others’ points of view are often
needed to deal with situations. The Academic Programs Administrator/Advisor must possess
sensitivity to cultural differences and an appreciation for the diverse backgrounds and experiences of
the Conrad School’s student body.
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o Level of Responsibility: The job has defined, specialized or routine tasks but also requires
independent decision-making and judgment. The Academic Programs Administrator/Advisor is
expected to manage and monitor all academic progress. They must make decisions related to
adjusting priorities, advising others, and responding to immediate concerns while adhering to policies
and procedures. They make independent decisions regarding student advice and exercise
professional judgement to refer to other campus services as appropriate.

o Decision-Making Authority: Makes independent decisions about daily work schedule and priorities
for themselves and others. They are expected to use judgment to make decisions based on existing
policies and procedures. Extraordinary issues are referred to the appropriate Associate Director,
Administrative Officer or Director with recommendations for solution or action. Errors in decision or
information could impede the academic progress of a student and cause adverse relations with
students, faculty and staff.

e Physical and Sensory Demands: Minimal demands typical of an administrative position within an
office environment. Long periods of sustained attention and concentration to verify accuracy and
completeness of various academic data and compiling information from various sources. Exposure to
a fast-paced service-oriented environment with constant interruptions, deadlines, changing priorities
with a large volume of interactions. Must possess mental fortitude and patience in cross-cultural and
interpersonal relations with a large international clientele.

e Working Environment: : Regular working hours, some evening/weekend work required. Busy office
environment. This role involves limited psychological risk resulting from unavoidable exposure to
disagreeable situations and deals with people who are upset, frustrated, 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 request breaking policy, and some situations may require
escalation. This role responds to situations where there is a lot of pressure to find a solution quickly



