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Job Title: Business Process and Academic Service Specialist
Department: Chemical Engineering

Reports To: Administrative Officer

Jobs Reporting: Coop Student

Salary Grade: UsG 7

Effective Date: August 2024

Primary Purpose
The Business Process and Academic Service Specialist leads departmental process improvement

initiatives. Reporting to the Administrative Officer the Business Process and Academic Service Specialist
will be an advocate, advisor, and facilitator for process improvement initiatives across all functions in the
department administrative operations to continuously improve the organization in line with institutional
and departmental mission, vision, values, and objectives. In cooperation with management, this strategic
oriented role makes a vital contribution toward finding and implementing improvements at the process
level that will lead to greater value for the students we serve.

Key Accountabilities

Continuous Improvement

maintain a broad, constantly updated knowledge of the functions performed by department
administrative operations

research new technology and best practices related to the functions related to administrative
operations and their potential benefit and application

identify and recommend new initiatives and improved practices related to improving the administrative
operations’ efficiencies

lead change initiatives within department administrative team and involving external partners and/or
stakeholders

Maintains an up-to-date list of process improvement projects that aligns to departmental objectives
ranging from enterprise level work to practices carried out by individuals.

Project Management and Support

Meets with decision makers, system owners, and end users to define business and operations
requirements and process improvement goals and identify and resolve process issues.
Collaborate with stakeholders to gather and document business requirements.

Develop and maintain process maps, workflows, and documentation to facilitate understanding
and communication of business processes.

Utilize data analysis techniques to identify trends, patterns, and opportunities for optimization.
Design and recommend solutions to improve business processes, including automation,
standardization, and optimization initiatives.

Partner with IT teams to implement technology solutions that support process improvements.
Facilitate stakeholder workshops and meetings to gather feedback, validate requirements, and
obtain buy-in for proposed changes.

Monitor and measure the effectiveness of implemented process improvements, tracking key
performance indicators (KPIs) and making adjustments as necessary.

Provide training and support to end-users on new processes and systems.
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e Act as a liaison between business stakeholders and technical teams to ensure alignment and
successful implementation of process improvements. Develop and maintain process maps,
workflows, and documentation to facilitate understanding and communication of business
processes.

¢ |dentifies functional requirements using interviews, document analysis, requirements
workshops, surveys, site visits, business process descriptions, use cases, scenarios, and
business analysis

Support Academic Operations

e Manage recruitment of Teaching Assistant (TA) process, including but not limited to the

maintaining the database for graduate and undergraduate teaching assistant assignments,

track TA hours for reporting, notify teaching assistants each term of their assignments and

submit undergraduate TA information to Human Resources for hiring

Process hiring of sessional lecturers through EASE

Creates all regular lecture schedules for undergraduate and graduate courses

Allocates department dedicated classrooms and labs, and prepare timetables

Department Examination Representative: manages all logistics for mid-term and final exam

scheduling, liaises with exam representatives in other departments and evaluates their needs

to ensure conflict free exam schedules;

e Coordinates term proctoring schedule, assigns proctoring duties to graduate students and
external proctors, assigns extra proctors as needed, and resolves unforeseen and last-minute
changes using sound judgement

Support CEAB accreditation

e Analyzes data, including preparation of charts and graphs, and maps results to Canadian
Engineering Accreditation Board (CEAB) report requirements;

e Contributes to presentations for stakeholder dissemination of accreditation information;
Monitors, collects and prepares materials required for CEAB submissions. Duties may include
but not limited to preparation of Course Information Sheets, SuperForms, Academic Staff
Information Sheets,

o Works closely with Associate Chair, Undergraduate Studies, Undergraduate Advisor; and
Teaching Faculty on the preparation and collection of course materials, questionnaire;

o Prepares materials for submission;

Attends all departmental and faculty level meetings related to outcome-based assessment and
accreditation activities;

e Acts as a liaison with the Office of the Associate Dean, Co-operative Education and
Professional

e Affairs to facilitate and coordinate program reviews, external visits

Other

e Other duties as assigned by the Associate Chairs, Undergraduate Studies to support department
goals and objectives.

e Provide support to other administrative operations functions in the absence of other staff member
and during peak times
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*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

¢ Undergraduate degree or equivalent education and experience preferred
e Knowledge of project management principles is required

¢ LEAN and/or Six Sigma exposure/certification is an asset

Experience

o 2-3 years’ administrative experience, preferably in an academic setting

e Business process optimization experience with exposure in reviewing processes to identify
redundancies or inefficiencies. Proven success in redefining processes to achieve productivity gains
is required.

Knowledge/Skills/Abilities

e Strong analytical and problem-solving skills, with the ability to think critically and creatively.

¢ Ability to work independently and manage multiple priorities in a fast-paced environment

o Excellent communication and interpersonal skills, with the ability to collaborate effectively
with stakeholders at all levels.

¢ Proven ability to adapt and work effectively in a variety of situations is necessary.

o Demonstrated ability to identify opportunities for process improvements in existing designs or by
using new approaches which can then be used to inspire change within an organization.

e A continuous improvement mindset and an exceptional focus on serving clients and co-workers are
critical for success along with exceptionally strong detail and problem-solving skills.

¢ Familiarity with Filemaker and business process management software.

¢ Advanced ability to use a variety of software including, but not limited to, Microsoft Word, Excel,
Power Point, Project, and Visio

Nature and Scope
e Contacts: Internally, communicates with employees in all groups within and outside the department to

resolve issues related to area of responsibility. Strong interpersonal and communication skills are
required to understand and document complex business requirements, facilitate workshops and
negotiate with stakeholders to design solutions that meet overall department needs.

e Level of Responsibility: Under the direction of departmental management this position isresponsible
for leading the business analysis activities of projects ranging from small to highly complex which
requires input from a range of stakeholders at every stage.

o Decision-Making Authority: Responsible for developing recommendations for review by
departmental manager and senior managers to ensure the department is optimizing processes in an
effective and efficient manner that meets departmental objectives.

e Physical and Sensory Demands: Requires high attention to detail and must handle distractions,
changing priorities and interruptions, while meeting required deadlines

e Working Environment: Minimal exposure to disagreeable conditions, typical of a position exposed to
deadline pressures and accountability.



