WATERLOO

Job Description

Job Title: Advancement Operations Manager
Department: Dean of Engineering

Reports To: Director, Marketing & Communications
Jobs Reporting: Administrative Assistant

Salary Grade: USG 10

Effective Date: November 2022

Primary Purpose

The Advancement Operations Manager is responsible for the overall administrative and operational
running of the Faculty of Engineering Advancement department, under the co-leadership of the Director,
Marketing & Communications, and the Director, Development & Alumni Relations. The role supports all
Advancement team activities from marketing/communications, undergrad and grad recruitment,
development, fundraising, alumni affairs, donor relations and Faculty events.

As a key member of the department management team, this role provides strategic council and guidance
for the successful management of core business operations of the Engineering Advancement department.
This role manages special assignments, projects and activities on behalf of the Directors, consults with the
Waterloo Office of Advancement and acts as a proxy for the Directors on administrative matters to the
Deans Office, Department Chairs and Associate Deans, Office of Research and Office of Advancement.
The Advancement Operations Manager is responsible for the overall office operations and ensures sound
organization and efficiency in the day-to-day and long-term operations of the Advancement department.

Key Accountabilities

Program Management

e Responsible for the execution and detailed management of Advancement’s priority fundraising
projects including the Engineer of the Future Fund, Capstone Design and special award programs

e Collects and regularly reports on the Faculty marketing communication analytics in support of the
Advancement team’s planning, decision making and performance-measurement processes.
Sources, analyzes, verifies (and cleanses as needed), and interprets information.

e Establishes measurement targets to monitor and assess the effectiveness of engagement and
fundraising initiatives, including but not limited to web analytics, event attendance, surveys, etc.

e Project Manager of the Faculty efforts to celebrate and promote Capstone Design Symposia.
Working closely with Faculty departments to pull together the promotional details to attract industry
partnerships for the 14 program events that profile final year projects.

Development Coordination

¢ Manages the detailed process for all Faculty gift agreements, including research gift agreements,
and ensures all gifts received are appropriately allocated. Generates fund requests as needed
working closely with the Office of Advancement, Student Awards and Financial Aid, and the
Graduate Studies Office and Engineering Research Office and Waterloo Office of Research.
Conducts management oversight for ensuring all gift acceptance policies and procedures are
followed.
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Supports the Directors on internal and external committees/Boards and/or acts as a resource
person to such committees including the Dean’s Advisory Council. May take and compile minutes,
prepare agenda and perform follow up as required. Conducts research on associated topics and
prepares reports and meeting packages.

Tracks and maintain monthly fundraising reports and support the development team with moves
management

Work with the Director, Development & Alumni Relations on prospect strategy and management
including regular reviews, maintaining a tracking system, planning campus visits for prospects

e Generate briefing notes for donor/prospect meetings, follow up on actions from meetings

Financial Reporting

Strategic leadership of the department budget planning, including the operating budget and ten
individual program budgets. Assists the Directors in confirming final department budget allocations.
Management of operating accounts for all transactions going through the Advancement Office’s
operating account; has signing authority under $50,000

Responsible for ensuring proper administration and monthly reconciliation acting as internal control,
monitoring all accounts and investigating over expenditures or irregularities

Brief senior leaders on financial matters affecting their respective department

Liaise with the Faculty Financial Officer on all budget and financial matters

Administrative & Office Operations

Operational leadership in the planning, development, evaluation and management of the
Advancement team’s administrative and events staff.

Establishes an overall efficient administrative unit based on best practices

Provide leadership and direction to administrative and events staff, fostering constructive working
relationships, setting an effective team agenda and ensuring performance goals are set and
achieved

Serve as a resource to consult and advise on planning, implementation and evaluation of complex,
sensitive or highly confidential initiatives, special projects, events or emerging issues

Conduct, direct, design, and implement administrative systems and structure including work
processes and procedures

Recommend changes/improvements and follow through to implementation of all technical and
service matters for the physical office

Directs, coordinates, and evaluates the activities of administrative support staff

Manage office restructuring and moves with deliberate planning, attention to detail and coordination
ensuring smooth transitions and uninterrupted work flows

Leverage extensive contacts and relationships across campus to solve problems, gather data and
ensure administrative initiatives are successful

Human Resources Administration

Engages with Human Resources staff on issues involved in the hiring and reviewing of members of
the Advancement team. Ensure appropriate monitoring and reporting is completed in regard to
performance evaluation process.

Manage compensation files in addition to all staff human resource files

Manage and monitor adherence to administrative policies and procedures in all human resources
operations and activities (e.g., privacy and retention) and ensure appropriate advice is sought and
reviewed on sensitive issues

Provide consistent, knowledgeable and comprehensive human resources management and support
to the Directors and his/her direct reports to deliver expected results to nurture and provide effective
leadership for their respective teams
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o Work collaboratively across the Advancement team to establish and confirm strategic departmental
goals and ambitions, and maintain a positive working environment

e Organize, coordinate and track annual staff performance reviews including collection and review of
all evaluations and documentation

e Act as designated manager to receive applications, schedule interviews, initiate and source
interview questions

e Responsible for the integrity of position management and job data involving hiring, promotion,
transfer and reclassification of positions

¢ Manage repositioning of job descriptions to accurately reflect team roles including the review of job
descriptions based on the timeline outlined in Policy 18 and make recommendations for review
and/or updating

¢ Map, track and manage professional development and training of staff to ensure career planning,
coaching and training opportunities are available to all staff allowing senior leaders to clearly
measure and communicate job development to their respective staff

¢ Map and manage career path documents and job development

¢ Design and establish an effective onboarding system committed to providing new staff the support
and resources required to ensure their success; complete ongoing monitoring of onboarding with
senior leaders to ensure effective onboarding is in place.

*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 University undergraduate degree preferred, or equivalent combination of education and experience.

Experience

e Considerable and extensive administrative experience (7-10 years) implementing innovative
administrative processes with the ability to provide strategic, administrative and operational
management at a senior level in a large institution or corporation

e Experience with process and project development with an eye to continuous improvement after
implementation

e Experience developing, monitoring and managing budgets; ability to synthesize and organize
financial information; analytical skills.

o Familiar with University of Waterloo governance systems, policies and procedures

e Direct experience with Waterloo WCMS and full understanding of the Waterloo brand
standards/guidelines

e Development and alumni relations experience a considerable asset

¢ Communication and digital media experience an asset

e Event planning experience an asset

Knowledge/Skills/Abilities

e Strong project management skills and demonstrated ability to drive multiple high-level projects
simultaneously with multi-stakeholder involvement in a complex environment.

e Strong organizational and analytical skills in the gathering and manipulation of data

e Strong financial reporting skills including budget development and allocation with demonstrated
ability to successfully operate in a multi-stakeholder and complex environment.
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Proven ability to build strong relationships and influence individuals at all levels of an organization,
as well as external constituents.

Collaborative team player comfortable executing and taking constructive input from multiple sources
Advanced technical skills, comfort in working with today’s software and office hardware, including
Microsoft Word, Excel, PowerPoint, Outlook, Teams, Microsoft 365 and Power Bl

Demonstrated ability to work collaboratively and independently and thrive in a fast-paced
entrepreneurial environment

High level of maturity and empathy; highly developed interpersonal and influencing capabilities.
Excellent organizational skills and ability to manage complex detailed work.

Ability to pay attention to details and set an achievable project plan

Ability to adapt to varying management styles.

Nature and Scope

Contacts: Must be a strong communicator (oral and written) with the ability to build relationships with
senior administrators, alumni, donors, and students; Comfortable in high profile networking
environments where developing new relationships is expected. The ability to interact with a wide
variety of people in many different contexts. Ability to conduct themselves with a high degree of
diplomacy and tact.

Level of Responsibility: Must be able to make informed decisions cognizant of broader accountability
in a role representative of the university; Ability to take initiative where minimal direction is provided;
Be proactive in contributing ideas and solutions to the Directors and other team members; Provide
guidance and support to team members; Establishes goals in consultation with Co-Directors.
Decision-Making Authority: Directs administrative/operations/events functions of the Advancement
Unit. Recommends program modifications when necessary. Makes decisions on timelines, budget
spending and recommendations on administrative staff and resources.

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

Working Environment: Travel: Occasional travel required. Working Hours: Regular working hours,
some evening/weekend work required. Risks — physical and psychological: Physical risks No
significant risks Psychological risks Minimal exposure to disagreeable conditions typical of a
supervisory position



