%) WATERLOO

Job Description

Job Title: Employer Experience Manager
Department: Co-operative & Experiential Education
Reports To: Senior Manager, Industry Relations
Jobs Reporting: None

Salary Grade: USG 11

Effective Date: July 2025

Primary Purpose

The Employer Experience Manager (EEM) generates, develops and converts employer prospects into
registered employers for paid, creditable co-op and full-time jobs for all programs. The EEM is also
responsible for creating an outstanding employer experience and nurturing the ongoing relationship with
the University of Waterloo; specifically, for the retention and development of high-quality, credit-worthy
opportunities with new and existing employers to support all students engaging in co-op or WIL studies.
Working together with colleagues across CEE, the EEM creates and executes an opportunity
development and retention plan designed to meet each employer’s specific talent needs, and ultimately
establish the University of Waterloo as their preferred talent management partner.

Key Accountabilities
Identify and build job opportunities within assigned zone(s)

e Contribute to strategic prioritization activities to focus and optimize job development activity
across key regions, priority employment and industry sectors, so to meet established targets

o Actively analyze labour market data and business practices to identify gaps and opportunities
for jobs development within assigned zone(s)

o Use a keen understanding of effective sales and conversion tools and techniques to assess the
prospective employer’s needs and discuss how hiring a student could bring value to the
employer

o Become an expert in our co-operative education model, understanding our programs, students,
and process to effectively guide and steward new employers and prospects

e Prospect and cultivate leads to successfully filled postings through own lead-generation
initiatives including, but not limited to, market / industry research, leveraging strong networks,
using web platforms / social media campaigns, creating relationships with government officials
and industry organizations, leveraging trade show opportunities

¢ Plan and execute distinct and needs-based business development exercises across multiple
markets / industry segments in a tight time window
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Build co-op legacies in external organizations
e Lead, create, nurture, monitor, and sustain corporate relationships external to the university
in support of CEE objectives.
e Assess prospective employer needs, so to optimize UW’s contribution to the employer’s
talent management strategy
e Leverage on-campus relationships and institutional strengths to enhance employer support
e Convert employers with whom students have arranged their own jobs to ongoing hiring
employers
e Work closely with CEE colleagues and campus partners to promote Co-op and Work Integrated
Learning opportunities, collaborate on presentations, webinars and training as a value-add to our
employers
e Ensure employers receive appropriate support in all interactions, and guide others with client-
centered stewardship.

Deepen employer relationships with focus on retention, engagement and satisfaction

o Develop and execute a strategic retention and growth plan to create strong, sustainable
employer relationships and experiences

¢ Analyze and manage a portfolio of diverse organizations, identifying key accounts and
increasing their engagement with the university.

¢ Cultivate a strong end-to-end employer experience, develop relationships and ensure
ongoing satisfaction and CEE support in meeting evolving employer needs

¢ Diversify and deepen employer relationships using own initiatives that are in alignment with
the larger co-op plan

e Report on progress and communicate with transparency, clarity and openness to broaden
understanding of prospecting outcomes, quality of lead funnel management, employer
retention, lead conversion to job postings and to jobs filled and number of students hired

¢ Gauge and manage employer expectations and challenges: Ensure awareness of co-op
expectations, address issues/ concerns, collaborate with service team members as required.

e Guide organizations with brand recognition activities at Waterloo including information
sessions, employer recognition awards, and other opportunities across the university.

Continuously improve business development approaches to advance productivity and
outcomes
e Create resources and tools to support accountabilities and help achieve objectives
e Address challenges within the business development process with creative solutions for
optimal outcomes
e Ensure information exchange and consultation with CEE colleagues, as appropriate, to
address issues or trends in employer support / talent needs and continually improve
approaches
e Suggest and adopt technologies that can enable more efficiency and productivity for
business development and account management
e Seek opportunities to gain relevant knowledge and share resources to elevate the
community of practice

Represent CEE and UWaterloo at conferences, networking events, outreach activities and other
special events
e Research and understand audience, targets, and potential for job development for every
event attended

o Effectively capture all actionable leads using lead qualification best practices, ensuring all
event leads are received for processing within a maximum two days after an event
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e As appropriate, speak at an event or participate in an expert panel on behalf of CEE and

the university

e Plan and execute itineraries within an economical budget, with the goal of maximizing
outcomes (new opportunities, new collaborations, funding, etc.)

Required Qualifications

Education

¢ University undergraduate degree is required, Business or equivalent is preferred

¢ Additional credentials in sales and/or account management an asset.

Experience

o 5-7 years of sales experience with demonstrated success in a business-to-business context

e Experience developing and maintaining relationships with internal and external stakeholders
is required

e Experience in recruitment and/or talent management, especially in a higher education context an
asset.

Knowledge/Skills/Abilities

e Strong knowledge of building and managing lasting relationships with a focus on
customer experience.

¢ Proven, in-depth understanding of the sales cycle and track record of meeting or exceeding
targets required.

¢ Industry, labour market and economic forecasting knowledge across Canada

e The ability to think strategically and create effective business plans that align with our targets
and goals.

¢ Understanding of provincial and federal funding opportunities an asset.

e Excellent oral and written communication skills. Confident presenting and attending
conferences and events to promote Waterloo Co-op.

e Demonstrated ability to handle multiple, ongoing priorities and superior organizational and
time management skills required.

e Team player who thrives in an environment of exchanging information and ideas, and who
will support other members of the team to meet the collective goals required.

o Ability to promote the objectives of the university with respect to WIL education and to
balance conflicting requirements of industry partners and institutional priorities.

e Strong analytic and problem-solving skills.

e Strong MS Office skills, including Excel, Word and Outlook are required, along with social
media knowledge including the use of LinkedIn.

Nature and Scope

Contacts: Other Employer Experience Managers, Hiring Success Coordinators and other colleagues
across Industry Relations and CEE; current and prospective employers, faculty partners, Academic
Support Unit partners, funding agencies, government trade commissioners, business contacts and
professional networks and associations

Level of Responsibility: Responsible for the development of partnerships, the job has specialized work with
minimal supervision and requires the ability to assemble and lead employer service teams for problem solving
and support of employer partners. This role has no direct management accountabilities however must
participate in intra- and inter-department team meetings to share knowledge and expertise, to identify and
execute collaborative ideas, to build best practices, and to improve processes.

Decision-Making Authority: Engages in partnership conversations with corporate leaders and
3



W UNIVERSITY OF
. N

Job Description @D WATERLOO
independently manages interactions with employer partners with oversight by the Senior Manager, Industry
Relations. Makes decisions about their own priorities and time management. Develops, manages, and is

lead decision-maker with respect to key relationships and deals with sensitive situations as they arise that
have the potential to put relationships at risk.

Physical and Sensory Demands: This role requires exertion of physical or sensory effort resulting in
moderate fatigue, strain or risk of injury. Attention to detail is required for the comprehensive interaction
tracking and also when communicating with prospective and existing employers. The role is expected to
transport event materials to and from events and ensure that these materials are handled in a manner that
preserves their value.

Working Environment: This role involves minimal psychological risk resulting from unavoidable exposure
to hazardous, disagreeable or uncomfortable environmental conditions. It requires travel and may include
unusual hours or schedules relating to travel. The EEM may experience deprivation caused by isolation
due to working from a home office, irregular and/or high volumes and multiple and/or tight deadlines beyond
one's control, and constant interruptions (i.e., phone calls, e-mails and urgent, unplanned issues that arise
during the day).

*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.



