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Job Title:  
 

Program Coordinator, Master of Mathematics for Teachers (MMT) and 
Mathematics/Teaching 

Department:  
 

Centre for Education in Mathematics and Computing, CEMC 
 

Reports To:  
 

Operations Manager 

Jobs Reporting: 
 

None 

Salary Grade: 
 

USG 6 

Effective Date: 
 

October 2022 

 

Primary Purpose 

The Centre for Education in Mathematics & Computing (CEMC) is Canada’s largest and most recognized 
outreach organization for promoting and creating activities and materials in mathematics and computer 
science and is housed within the Faculty of Mathematics at the University of Waterloo. Our mission is to 
increase interest, enjoyment, confidence, and ability in mathematics and computer science among 
learners and educators in Canada and internationally. We do that through a commitment to our core 
values: future readiness, access, community, and impact.  As such, the CEMC is the first point of contact 
at Waterloo for a significant percentage of our future undergraduate and graduate students and their 
parents. Through outreach activities, the CEMC has perhaps the largest set of external points of contact 
amongst any unit on campus.  
 
Formally reporting to the Operations Manager, CEMC, the incumbent is accountable for a range of 
services in supporting prospective students, current students and alumni in the Master of Mathematics 
(MMT) program, including graduate students’ admission, progression, and graduation under the 
direction of the Director, MMT. The incumbent provides expertise with respect to awards and 
scholarship opportunities, policies and resources within the Faculty and campus-wide in support of 
student success, and University enrolment targets for domestic and international graduate students. 
This position simultaneously coordinates the operational support of the Undergraduate 
Mathematics/Teaching program housed in the CEMC. Supporting the program Director, faculty and 
advisors, the incumbent is responsible for supporting the myriad of program administrative needs, as 
outlined in the key accountabilities below, which includes, but is not limited to, information and financial 
coordination, scholarship/fellowship administration, co-op placements and full cycle undergraduate 
student support. 
 
 

Key Accountabilities 
 

Graduate Coordinator for online Master of Mathematics for Teaching (MMT) program 

• Maintains up-to-date knowledge of graduate policies and procedures 

• Reviews and assesses applications for admissions to the MMT graduate program to ensure 
accuracy and consistency 

• Admits successful candidates on behalf of the Director, MMT ensuring that all admission criteria 
have been met 

• Manages a large volume of non-standard applications from diverse applicant backgrounds  

• Serves as primary contact with Math Graduate Office (MGO) and Graduate Studies & 
Postdoctoral Affairs (GSPA). 
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• Interprets and provides an in-depth understanding of graduate policies and procedures as they 
relate to university and CEMC policies and consults on procedural changes when necessary to 
the program 

• Advises Director and acts as an advocate for the program in navigating the complexities of non-
standard applications and unique goals and objectives of the MMT program with University 
policy structures 

• Supports the hiring and processing of salary payments for TAs, sessionals, overload 
appointments, casual program reviewers and other HR related activities in conjunction with the 
Operations Manager and Financial Coordinator 

• Collaborates with the CEMC Director and CEMC Operations Manager to support the annual 
teaching budget process 

• Is responsible for all records, data analytics, and management of students in the program 
(active/inactive status, intent to graduate, add/drop courses, grade change requests, etc.) and 
monitors student grades keeping the Director, MMT informed of any issues, if necessary 

• Communicates with all MMT students at or beyond the time limit pre-determined by the 
University for completion of graduate requirements  

• Provides information, reports and functional guidance to internal and external stakeholders 
regarding the various specialized MMT scholarships 

• Coordinates and tracks all internal graduate scholarship nominations and ensures receipt by 
GSPA for processing; monitors the funds available and ensures the 
awards/scholarships/bursaries are paid out correctly 

• Processes decisions and signs off on behalf of Director, MMT and retains records associated 
with scholarships and awards throughout the faculty 

• Ensures program information is up-to-date in the university calendar and on various websites 

• Coordinates and executes events related to MMT recruitment, current student orientation, 
convocation and alumni engagement 

• Coordinates the distribution, receipt and reporting on program engagement surveys 

• Supports the program review process (formally every 7 years with 2-year additional review 
cycles) 

• Provides administrative support to the Director, MMT 



 

 

 

Job Description 

 

  

 

 

Undergraduate Coordinator for Mathematics/Teaching program 

• Monitors and responds to all prospective and current students, as well as provides information to 
alumni through phone, email and in-person channels, acting as the first point of contact for all 
program enquiries 

• Supports program advisor(s) with undergraduate students regarding program 
requirements/changes, plan modifications, transfers, course selection/enrolment, and other 
issues in accordance with University policies and procedures 

• Interprets, applies, and assists students in comprehending program, Faculty and University 
regulations, procedures, and policies 

• Provides approval and assists students in the preparation of forms, including but not limited to 
Course Selection, Course Override, Plan Modification, and Standing and Promotion petition 

• Summarizes and documents advice given to each student to ensure continuity and consistency 

• Receives ongoing training and applies a continually evolving understanding of both the breadth 
and boundaries of their authority in relation to their duties  

• Participates in regular program meetings to discuss consistent application of regulations and 
procedures and advance seamless support to students in the Math/Teaching program.  

• Updates and monitors program web pages including, but not limited to, course descriptions, plan 
requirements, advising information, FAQs  

• Consistently conducts environmental scans for Faculty of Education requirements and offerings 
and well as stays abreast of Ontario Faculty of Education offerings and procedures 

• Provides administrative support to Director, Mathematics/Teaching and committee meetings 
related to Math/Teaching, such as scheduling meetings and recording minutes  

• Prepares formal letters, reports and statements  
• Is responsible for all records, data analytics, and management of students in the program (intent 

to graduate, add/drop courses, grade change requests, etc.) and monitors student grades, 
keeping the Director, Math/Teaching informed of any issues, if necessary 

• Provides information, reports and functional guidance to internal and external stakeholders 
regarding the scholarship and fellowship programs, unique to Math/Teaching 

• Creates and posts program communications such as flyers, electronic banners, videos (with 
corresponding model release forms), interviews and testimonials for publications 

• Coordinates and tracks all internal scholarships nominations and ensures receipt by Student 
Awards & Financial Aid Office for processing as well as monitoring the funds available and 
ensuring the awards/scholarships/bursaries/fellowships are paid out correctly 

• Books classrooms for course-related activities such as program interviews, review sessions, 
etc., which also includes organizing fobs, A/V requirements, podium set-ups, etc. 

• Supports the coordination of the co-operative component of the program, which is managed 
within the program as opposed to the Waterloo Co-operative Education department. This 
includes, but is not limited to, liaising with co-op employers to support administrative needs, 
books placement interviews, maintaining records of placement locations, details and associated 
administrative support 

• Provides supports all program related events such as recruitment, student orientation, 
convocation, alumni engagement, etc., during peak periods. 

 
*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.  
 



 

 

 

Job Description 

 

  

 

 

Required Qualifications  
 

Education 

• Undergraduate degree or equivalent combination of education and experience will be 
considered, with a commitment to continuous learning. 

Experience 

• 3+ years of administrative experience in an academic environment with progressive 
accountability 

• 5+ years in a fast-paced customer service driven environment 

• Experience and knowledge with applications, admissions, document filing, retrieval and workflow 
in a complex student-software system 

• Experience working with or knowledge of Waterloo’s graduate and/or undergraduate policies 
and procedures an asset 

• Proven experience on international education systems, degree and grade equivalencies, 
English-language proficiency requirements and document verification process 

• Demonstrated experience working with students, faculty, and staff and the ability to handle 
sensitive and confidential information with discretion 

• Experience building relationships with a variety of stakeholders and balancing conflicting 
demands and priorities 

• Experience with financial management, data collection, and analysis of awards, scholarships, 
fellowships and expenditures is an asset 

• Experience using Waterloo’s HR and payroll forms and systems (eg. Workday) is an asset 

• Advanced experience using Microsoft Excel, OnBase, Quest, FileMaker Pro and SharePoint or 
Microsoft Teams 

• Webpage editing experience is required 

Knowledge/Skills/Abilities 

• Intermediate level of comfort with high school mathematics 

• Knowledge of educational systems and the politics inherent in the structure 

• Advanced communication and problem-solving skills and attention to detail 

• A high degree of organizational skill, interpersonal acumen and problem-solving ability is required to 
provide oversight in balancing multiple priorities and deadlines  

• Experience working with multi-level stakeholders and multiple departments and communicating and 
disseminating information accurately and clearly in a timely manner 

• Excellent interpersonal and relationship building skills with ability to interact with faculty, staff and 
students from around the world with tact and diplomacy, including ability to exercise sound and 
impartial judgement, sensitive to the wide array of cultural and socioeconomic backgrounds of 
applicants and students 

• Ability to change direction swiftly, manage multiple tasks simultaneously amid a number of 
distractions and be flexible to changing schedules and workload  

• Ability to troubleshoot and problem solve independently as well as part of a team 

• Ability to create and maintain process workflow and instruction documents to support training back-
ups and support for the role 

• Ability to analyze situations and issues in an anticipatory environment 

• Ability to solicit, analyze, and combine data from a variety of sources 

• Obtaining and maintaining a clear Vulnerable Sector police check is a condition of ongoing 
employment 

 
Nature and Scope  
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• Contacts: This role regularly interacts with the Directors of each program, Graduate and 
Undergraduate coordinators and administrators, Student Awards & Financial Aid, GSPA, Co-operative 
Education and Career Services, HR, advisors and graduate and undergraduate students as well as 
CEMC faculty and staff. This role also interacts with a significant external client base and stakeholders 
of the CEMC that often engage with the unit in on-going capacities such as casual and volunteer 
support, contest markers and committee members, events and conference attendees who, as 
teachers, promote the CEMC and the University at-large to their students and stakeholders. 

• Level of Responsibility: This position has program(s)-wide impact, specialized work, minimal 
supervision and provides guidance to others. Makes independent decisions whether to handle or 
resolve issues or redirect as appropriate, also recording decisions so that precedents are established 
and followed consistently. This position requires a high degree of knowledge of University policies and 
procedures as well as the admissions, degree requirements and scholarship and fellowship criteria for 
both highly specialized programs. 

• Decision-Making Authority: Provide information to support the Director, MMT and Director, 
Math/Teaching in the decision-making process on academic matters related to their respective 
programs. Some examples include: scholarships and awards, application acceptances and rejections, 
revisions to degree or course requirements, work placements, communicating changes to policies and 
procedures, and make decisions on non-academic matters related to each program. Some examples 
include: prospective student engagement, student orientation activities, social events, referral of 
students to appropriate resources (counselling, faculty advising etc.) and alumni engagement. 

• Physical and Sensory Demands: Minimal demands typical of an administrative position within an 
office environment. 

• Working Environment: Regular working hours with occasional evening/weekend work required 
during admissions and in the weeks leading up to contest activities. May experience exposure to 
somewhat disagreeable situations typical of a position that deals with a variety of students and faculty 
members.  


