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Job Title:  Senior Manager, Work-Integrated Learning (WIL) Courses 

Department:  Centre for Work-Integrated Learning 

Reports To:  Associate Director, Centre for Work-Integrated Learning  

Jobs Reporting: Instructional Support Coordinator(s); Lead, WIL Course Management – 
Operations; Lead, WIL Course Management - Improvement 

Salary Grade: USG 12 

Effective Date: March 2023 

 

Primary Purpose 

The Centre for Work-Integrated Learning (Centre for WIL) is a part of the Co-op and Experiential 
Education (CEE) portfolio. The 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 leadership team of this unit the position has three main areas of focus: 
1. Responsible for the hiring, work, and performance for the WIL Courses team that manages the 

University’s centrally administered WIL Courses (e.g., Undergraduate PD courses, Graduate WIL 
courses, micro-credentials etc.). This includes determining priorities, assigning and coordinating 
team members’ work, coaching and professional development, and performance management. 

2. Provides direction and guidance for all courses and services related to the Centre’s centrally 
administered WIL Courses, ensuring that all courses in their purview are meeting the needs of 
students, faculties, the University, and industry and community partners.   

3. Leads and contributes to thought leadership around the continued expansion of teaching and 
learning practices and their practical application to WIL (e.g., student-centred course delivery, 
summative reflection, soft skill development, and peer-to-peer learning).  

 
Key Accountabilities 

 

Staff and Resource Management  

• Provides leadership and guidance to each of the Centre’s Work-Integrated Learning Courses teams 
who are comprised of instructors (faculty, community partners), Instructional Support Coordinators, 
Teaching Assistants, and part-time markers in the delivery of ~40 WIL courses per year with student 
enrollment numbers of ~24,000 

• Actively involved in the recruitment and retention of a team of uniquely skilled individuals 

• Promotes growth in performance through ongoing support, coaching, and development of the staff 
reporting to this position 

• Provides guidance and direction, optimizing individual team members’ productivity, as they each 
manage large-scale course operations, diverse student needs, competing deadlines and priorities 
from multiple stakeholders, and relationship management with instructors, industry/community 
partners, and student staff  

• Collaborates regularly with the Senior Manager, Work-Integrated Learning Programs ensuring 
appropriate resource alignment and effective and efficient day-to-day operations and student 
services are in place throughout the Centre for WIL  
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• Collaborates regularly with the Senior Manager, Work-Integrated Learning Curriculum ensuring 
appropriate resource alignment that promotes effective and efficient course improvement and/or 
curriculum development practices are in place  

• As part of the Centre for WIL management and leadership teams, participates in and contributes to 
overall decision-making, including unit strategic planning, allocation of resources, and hiring 
prioritization 

• Engages with faculty, industry/community partners, and students as necessary to create a sound 
foundation for relationship building  

• Manages the financial resources and operational performance of the WIL Courses team; ensures 
budget is applied to maximize the positive impact it has at the University; advocates for new funding 
or positions as required 

Strategic direction and guidance for the Centre’s WIL courses  

• Operationalizes the strategic vision, development, delivery, and evaluation of the Centre’s WIL 
Courses for all client groups (Associate Deans, faculty members, department chairs and other 
administrators, students, and industry/community partners). 

• Provides oversight and guidance to the operation of the Centre’s WIL courses, ensuring they adhere 
to Waterloo’s policies and processes including: 

o Calendar regulations and policies related to academic integrity, accommodation, petitions 
and exceptions 

o Faculty specific guidelines for completion of academic requirements and reporting on student 
completion of academic requirements to the faculties  

• Responsible for ensuring that the Centre provides top quality WIL courses that advance the goals 
and objectives of the University as they relate to innovation, reputation, WIL leadership and 
employer and alumni engagement  

• Acts as the primary departmental representative on cross-campus initiatives related to course 
operations for an academic program (e.g., working with the Registrar’s Office to ensure the student 
registration system properly supports student tracking, academic progression and degree 
requirement verification) 

• Responsible for the accuracy of undergraduate and graduate calendars related to academic WIL 
courses  

• Ultimately responsible for the collection, analysis, and interpretation of the Centre’s WIL courses 
data, including oversight of the WIL courses evaluation plan and communication strategy  

• Ensures high levels of student, faculty, and industry/community partner satisfaction with existing and 
new courses 

• Represents WIL courses at key Centre meetings (e.g., Strategy Meetings, Operations Meetings 
etc.) and represent or assign appropriate team members on other committees (e.g., PD committee, 
Co-op Student Supervisory Committee, Wellness Committee etc.) as required  

• Helps set overall research agenda for WIL Courses team based on Centre for WIL, CEE and 
University priorities. Conducts own research to help shape the practices of the team and inform 
course design delivery structures and student support strategies 

• Identifies and implements strategic initiatives related to the Centre’s WIL Courses  

Thought leadership in teaching and learning practices and their application to WIL 

• Contributes to the Centre’s thought leadership in WIL teaching and learning practices 

• Engages in research and/or makes scholarly contributions within WIL with a focus on the application 
of our work to the broader field of Teaching and Learning (e.g., student-centred course delivery, 
summative reflection, soft skill development, and peer-to-peer learning).  

• Participates actively in relevant professional associations and conferences to reinforce and promote 
Waterloo’s leadership position and profile in the pedagogy and practice of WIL 
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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 

• Master’s Degree or equivalent combination of education and experience required; degree in 
education considered an asset  

Experience 

• 3-5 years of experience managing a large-scale program or operation, preferably in a post-
secondary environment with direct reports 

• 3-5 years of experience providing leadership to a team including providing functional guidance and 
direction to team members 

• Experience in online course development or curriculum development 

• Experience with high-volume resource management and scheduling, and prioritizing competing 
demands 

• Experience developing and implementing strategic plans   

Knowledge/Skills/Abilities 

• Expert knowledge of teaching and learning practices, and their application in large scale online 
course environments  

• 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  

• Demonstrated understanding of the University’s academic policies and processes  

• Understanding of work-integrated learning  

• Excellent oral and written communication skills, 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: This role will need to build effective communication channels and trust relationships with 
other units in CEE, the Registrar’s Office, academic units (including faculty members), external 
partners (industry, government etc.) as well as staff in other departments and academic support units 

• Level of Responsibility: Overall responsibility for the WIL courses team. Performs specialized work 
with minimal supervision, and is responsible for direct supervision of others; management and 
coaching of staff; directing and monitoring activities 

• Decision-Making Authority: Performance management; hiring, daily operations; work assignments; 
deploying staff effectively on projects; dealing with project problems involving faculty and or industry 
partners; escalated to Associate Director if discussions with project stakeholders’ superiors is required 

• Physical and Sensory Demands: Extended screen time; concentration for planning; extended 
listening for understanding and resolving issues; frequent distractions and competing priorities 

• Working Environment: Mostly office-based, meetings across campus, with some travel. 


