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Job Title:  
 

Associate Director, Centre for Work-Integrated Learning  

Department:  
 

Centre for Work-Integrated Learning (Centre for WIL) 
 

Reports To:  
 

Director, Centre for Work-Integrated Learning  

Jobs Reporting: 
 

Sr Manager, Work-Integrated Learning (WIL) Curriculum; Sr Manager, WIL 
Courses, Sr Manager, WIL Programs 

Salary Grade: 
 

USG 14 

Effective Date: 
 

November 2022 
 

 

Primary Purpose 

The Centre for Work-Integrated Learning (Centre for WIL) is a part of the Co-op and Experiential Education (CEE) 
portfolio. Centre for WIL fosters excellence in the pedagogy and practice of Work-Integrated Learning as a thought 
leader and key provider of curriculum, courses, and programs in this field. 

As a member of the Centre for WIL senior leadership team, the position has three main areas of focus:  
1. pedagogical and administrative leadership over the direction and management of the Centre’s Work-

Integrated Learning curriculum, academic WIL courses, and credentialed WIL programs for all client groups,  
2. support in the management of the Centre, particularly in staff and resource management 
3. thought Leadership in Work-Integrated Learning Curriculum, Courses and Program initiatives both internally 

and externally related to the Work of the Centre  

 
Key Accountabilities 

Strategic Direction and Management of Centre’s Work-Integrated Learning Curriculum, Courses, and 
Programs 

• Oversees the strategic vision, development, delivery, and evaluation of the Centre’s curriculum, courses, 
and programs for all client groups (Associate Deans, faculty members, department chairs and other 
administrators, students, and industry partners). 

• Contributes significantly to the development and implementation of institutional strategic initiatives 
regarding the enhancement of Work-Integrated Learning on our campus that involve small- or large-scale 
changes in practice 

• Oversees the design, analysis, and interpretation of the department’s pedagogical assessment and 
program evaluation data and positions it for use with internal stakeholders including Associate Deans, 
Department chairs, other administrators, faculty members, students etc. 

• Act as the primary liaison for the faculties related to work in the Centre including but not limited to 
participation on faculty councils and ensuring alignment of the Centre’s curriculum, courses and programs 
with faculty goals and priorities 

• Maintains a high level of knowledge regarding academic policies and procedures and ensures the 
department’s WIL curriculum, academic WIL courses and credentialed WIL programs adhere to the 
University’s guidelines and policies 

• Ultimately responsible for the accuracy of undergraduate calendar related to academic courses and 
programs and bringing calendar revisions to necessary governing bodies, e.g., Co-operative Education 
Council, Senate Undergraduate Council 

• In collaboration with the Senior Course and Program Managers, ensures that the Centre provides top-
quality Work-Integrated Learning courses and programs that advance the goals and objectives of the 
University as they relate to innovation, reputation, WIL leadership and employer and alumni engagement  

• In collaboration with the Senior Manager, Work-Integrated Learning Curriculum, provides the pedagogical 
vision for our Work-Integrated Learning curriculum by guiding the work and research agenda of the 
Curriculum team to ensure alignment with best practice, industry trends, and the needs of the University.  

• Oversees the creation and maintenance of a people strategy that supports the vision for the Centre 

• Represent the Director in their absence; represents the Director at cross campus meetings  
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• As a member of the Centre for Work-Integrated Learning senior leadership team; participates in the 
development of departmental strategy and vision building, the continued evolution and implementation of 
processes and procedures for the Centre, building and maintain an engaging and inspiring work 
environment; the collection, analysis, dissemination, and use of the department’s assessment data; and 
promoting the work of the Centre for WIL internally and externally within the WIL community 

Staff and resource management   

• Responsible for the coaching and development  of the staff reporting to this position  

• Monitors curriculum, course, and program units, aligning strategies to increase efficiency and productivity 
across the units where possible. These strategies often inform  Centre-wide changes in practice.As senior 
member of the Centre’s management team, provides overall guidance and mentorship to other managers 
within the department 

• Provide guidance to staff members on supporting strategic goals and aligning work with strategic plans 

• Directs and aligns the Centre's resources (people, financial, etc.) to support university-wide, faculty 
specific and department strategic plans. Makes recommendations to individual units within the Centre for 
WIL on how to best support the strategic direction, or changing priorities for the Centre. Advocates for 
additional funding as required in order to ensure the Centre can meet its mandate and support University 
goals. 

• Oversees the financial resources and performance of the Centre’s Curriculum, Courses, and Programs 
teams; ensure the department’s budget is applied to maximize the positive impact it has at the University; 
advocate for new funding or positions as required 

Thought Leadership in Work-Integrated Learning Curriculum, Courses and Programs    

• Represent and promote the University’s strong reputation for work-integrated learning through 
membership in provincial, national, and international professional associations; presenting at conferences; 
and by networking with fellow practitioners across the country  

• Working with the Director, contributes to the Centre’s thought leadership in higher education pedagogy 
and educational development  

• Liaise with external stakeholders, clients and relevant university departments in the completion of strategic 
projects 

• Engages in research and/or makes scholarly contributions within Work-Integrated Learning with a focus 
on the broader field of the Scholarship of Teaching and Learning (SoTL) 

• Prepares high quality reports including peer reviewed research articles and delivers conference 
presentations on the academic WIL programs pedagogy and practice of Work-Integrated Learning   

 
*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 
• Master’s degree in Education, a related field, or comparable job experience required; credential in 

program evaluation an asset;  

Experience 

• 3-5 years of experience managing large-scale course, and/or program operations, preferably in a 
postsecondary environment with a significant number of staff reports  

• 5+ years of experience in instructional/learner design and pedagogy, including experience working in 
Learning Management Systems and other learning technology 

• 3-5 years of experience designing and implementing performance measurement/evaluation plans, and 
successfully managing complex, multi-stakeholder projects  

• Experience providing program leadership to a team including providing functional guidance and direction 
to team members  
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• Experience developing and implementing strategic plans  

• Work-Integrated Learning experience considered an asset 

• University-level teaching experience considered an asset  

Knowledge/Skills/Abilities 
• Demonstrated knowledge of theories and practices used in higher education, including 

instructional/learner design and pedagogy, and an awareness of emerging issues and areas of focus in 
the field 

• Highly developed strategic, analytical and communication skills, and a high degree of political acumen and 
interpersonal skills to nurture relationships with a range of stakeholders across the university  

• Ability to comprehend, synthesize and address perspectives and concerns of multiple stakeholders to 
devise one common solution 

• Demonstrated success in leading change efforts  

• Ability to adapt skills and experience to a new environment  

• Expert knowledge of evaluation theory and methodologies; the ability to analyze complex information, 
draw correct conclusions, and articulate clear and focused policy and/or direction  

• Excellent oral and written communication skills, solid organizational skills, and sound judgment. 

• Demonstrated ability to build strong relationships, work collaboratively, and be sensitive to the needs and 
interests of various stakeholders. 

• Demonstrated ability to contribute to and thrive in a collaborative environment and to apply a positive team 
approach to working with internal and external colleagues. 

• Strong technical skills including an ability to understand the limitations and capabilities of a breadth of 
systems and to capitalize on technology for program effectiveness  

 
Nature and Scope  

• Contacts: The Associate Director works closely with all members of the Centre. This role has regular 
contact with various academic and support unit senior leaders (e.g., AVPs, Associate Deans, Teaching 
Fellows, Centre for Extended Learning, Centre for Teaching Excellence, Centre for Career Action, 
Instructional Technologies and Media Services, AccessAbility Services etc). The Associate Director may also 
be a member of campus committees, helping to inform decisions that involve Work-Integrated Learning. 
External contacts include educational development leaders and practitioners at post-secondary institutions 
worldwide.  

• Level of Responsibility: This role has overall responsibility for the curriculum, courses and program 
teams and provides leadership, performance management, coaching and development of managers and 
staff. This role is responsible for helping to set goals and direction for these teams as well as advise the 

Director on strategic direction for the unit and institutional priorities.  

• Decision-Making Authority: Represents the Centre at cross campus and faculty committees, meetings 
and initiatives; Responsible for operational, process-oriented decisions within the Centre. Has significant 
input on the Centre’s hiring decisions, performance management and evaluations, and budget management. 
Responsible for determining which issues can be resolved internally and which need to be escalated to the 
Director/CEE leadership  

• Physical and Sensory Demands: Frequent distractions and competing priorities typical of a senior 
position operating within an office environment.  

• Working Environment: Exposed to stress and pressure associated with senior level responsibilities, 
frequent distractions, and competing priorities. Involves moderate psychological risk resulting from 
unavoidable exposure to hazardous, disagreeable, or uncomfortable working conditions. There may be 
unusual hours or schedules, multiple and/or tight deadlines beyond one’s control, and constant interruptions 
(e.g., phone calls, emails, and unplanned but urgent requests). The Associate Director will have meetings 
over technology enabled platforms, across campus, as well as occasional travel for professional 
development, networking purposes, and external collaboration purposes.  


