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Job Title:  Manager, Space Planning Office 

Department:  Space Planning Office (SPO) 

Reports To:  Associate Provost, Integrated Planning & Budgeting 

Jobs Reporting: Space Planning Classroom Management Specialist 
Space Planning Data Analyst 

Salary Grade: USG 14 

Effective Date: July  2022 

 

Primary Purpose 

Reporting to the Associate Provost, Integrated Planning & Budgeting, the Manager, Space Planning leads 
the Space Planning Office (SPO), which has responsibility for maintaining the university space database, 
and providing analysis, and strategic decision support to the university’s senior leadership team on 
questions of space inventory, allocation, use, and condition across the entire University of Waterloo. 

The Space Planning Office performs their function by working collaboratively with units across the 
University of Waterloo.  The Manager, Space Planning is responsible for building and maintaining close 
working relationships with these units, which are essential to success in this role.  In particular, the 
Manager, Space Planning works closely with Plant Operations, to cooperatively support new construction 
and strategic renovation projects across the institution.  The Manager, Space Planning works with 
Institutional Analysis & Planning (IAP) to facilitate the completion of the tri-annual space inventory 
submission to the Council of Ontario Universities (COU).  The Space Planning Office provides support to 
staff in the Provost’s Office, Finance and IAP in the provision and use of space data in the Waterloo 
Budget Model (WBM). The Manager, Space Planning will interact frequently with Deans and their senior 
staff, as well as leadership in Academic Support Units (ASUs), recognizing their significant responsibility 
for ‘local’ space planning which can have campus-wide implications.  This includes working with staff in 
the Faculties and Academic Support Units (ASUs) responsible for monitoring efficiency of space usage 
and space assignments, identifying space needs, barriers to effective allocation of space, enhancement of 
space use and management practice, and recommendations to forward to appropriate managers.  

The Manager, Space Planning represents the University of Waterloo on the COU Space Standards 
Committee and through that role is responsible for maintaining connections with peers at other Ontario 
universities to keep abreast of sector issues and decisions that have impact on space-related decisions 
within the University of Waterloo. 

 

Key Accountabilities 
 

Institutional Space Planning 

• Provides strategic oversight to the allocation and use of one of the university’s core resources, 
space and related facilities. 

• Provides advice and support to the Associate Provost, Integrated Planning and Budgeting (IPB), 

and stakeholders (internal and external) on questions related to space. 

• Ensures existing space is used efficiently, effectively and equitably. 
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• Develops and maintains systematic processes to support the university’s senior leadership in 
decision making on space use and allocation. 

• Provides strategic advice to senior university leadership regarding Waterloo’s inventory of adequate, 
suitable space available to meet the needs of academic offices, administrative offices, research 
laboratories, classrooms, teaching laboratories, study space and student life space, considering 
current needs and future directions.  Provides insights regarding the occupancy and use of space, to 
ensure that space is used effectively. 

• Works closely with others with responsibility for space in both academic and academic support 
units.  The Manager, Space Planning, will serve as a member of, or in support of, various university 
space-related committees and working groups as required.  

• Helps to develop strategies to assist the Associate Provost, Integrated Planning and Budgeting to 

resolve space issues, while responding to increased demand on current resources. 

Strategic Project Leadership 

• Assists with strategic planning, management and implementation of projects relating to university 

space to ensure both present and future space needs of the University are appropriately understood 

and managed. 

• Participates during the initial planning phase for new projects to coordinate local space needs within 

an overall University space strategy. 

• Participates during the design development phase for major building and strategic renewal projects 

to ensure that key stakeholder groups (e.g., IST (telephone, AV), Registrar, Food Services, etc.) are 

appropriately represented during initial design deliberations. 

• Works with Faculties and others to plan large-scale strategic builds, renovations and reallocations, 

as required. 

• The space office serves as the central coordination point for many renovations and larger projects. 

SPO assists, as needed with new building and major addition program development, budget 

proposals, project tracking, and final completion. 

Classroom Planning 

• Maintenance of the inventory of classroom space for the university. 

• Leadership and coordination of regular classroom audits including 3D digital scanning and 
inspection to identify repairs and maintenance work that needs to be completed. 

• The Manager, Space Planning, serves on the Teaching and Learning Spaces (TLS) Operations 
group, which reviews and assesses the suite of classroom spaces at Waterloo, coordinating project 
to renovate and update classrooms in support of continued academic excellence. 

• Coordination of classroom renovation projects as identified by the TLS committee and approved by 
the Provost. 
 

Space Inventory 

• Provides direction and oversight to the maintenance of the University of Waterloo space inventory.  
Ensures the Space Planning Office team works cooperatively with numerous campus stakeholders 
including Plant Operations to understand and manage downstream impacts of Space data. 

• In cooperation with Institutional Analysis & Planning (IAP), works to ensure the university 

submission to the tri-annual COU space inventory submission appropriately and completely 

summarizes the university’s space inventory and usage. 
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• Monitors and assesses efficiency, effectiveness and equity of space utilization by academic and 

academic support units. Specifically, works collaboratively to develop, implement and support 

incentive programs to facilitate efficient space utilization. 

• Assists in strategic management of centrally managed space resources (e.g., RAC1, meeting and 

study spaces, and swing space in various locations).   

• Works to manage an appropriate base of centrally managed, strategically deployable space 

resources to accommodate time-limited ‘swing-space’ needs related to renovations, short-term 

projects, etc. 

• Monitors best practices related to space allocation and management at other universities, in order to 

recommend new initiatives or practices at Waterloo. 

QNC House Services 
• Managerial oversight to a central role that manages and coordinates the execution of safety 

protocols and the delivery of house services for QNC building. House services include: Electronic 

grade deionized water, reverse osmosis water systems, house vacuum, pure and ultra-pure nitrogen 

gas distribution, equitable emergency power distribution, clean dry air system. 

• Coordinates shutdowns and maintenance activities with Plant Operations, and emergency response 

with Plant Operations, Safety Office and building occupants.   

• Assists with the design of new laboratories and facilitates the installation of new equipment. 

Responds to emergencies as required (floods, spills, fire, leaks etc.)  

Campus Nitrogen Network 

• Operates a high purity nitrogen gas network service, including bulk liquid tanks at QNC and C2, to 

serve metered clients across 10 buildings on a cost recovery basis, in support of several high-risk 

applications where loss of supply can threaten safety or incur high expense. Annual turnover: 

$250K. 

• Campus lead for coordinating client needs to inform campus bulk liquid nitrogen contract 

negotiations (with Procurement) for bulk tanks, system maintenance, network expansion, and all 

billings.   

• Authorizes the addition of new clients to the network as required, maintains a redundant supply from 

two separate locations to minimize impact of the loss of a single bulk tank, communicates with all 

clients when supply is at risk, assists with the installation of backup systems when required.  

 
*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 

• Completion of a Bachelor’s degree in a relevant field, or equivalent education and experience. 

• Masters degree is an asset. 

• Facilities Management Professional (FMP) designation from the international Facility Management 
Association (IFMA) is an asset. 

Experience 
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• 3+ years of space planning experience within a geographically large and multi-building corporation 
is required, preferably within an educational setting. 

• 2+ years of managerial experience, or experience working as part of a managerial team 

• 2+ years of project management experience, in particular in relation to managing renovations and 
building projects. 

• Building management and operations experience is required, including demonstrated experience 
with the following: building operations and maintenance, security access/systems, leasing, 
budgeting, IST infrastructure/installations, etc. 

• Proven experience managing multiple complex and large projects simultaneously while coordinating 
competing demands and priorities. 

• Experience dealing with numerous client inquiries, providing accurate and consistent advice as 
needed. 

Knowledge/Skills/Abilities 

• Demonstrated ability to build and maintain respectful and productive business or professional 
relationships with various stakeholders. 

• Basic proficiency with AutoCAD. 

• Written and verbal skills for procedural documentation and demonstrated experience with report 
writing  

• Ability to work independently and as part of a team 

• Ability to manage large workloads and prioritize competing deadlines  

• Ability to take initiative to find creative solutions, and to be proactive in identifying potential solutions. 

• Working knowledge of Archibus, or other space management software systems 

• Ability to identify, understand and apply a combination of quantitative and qualitative research 
methods to investigate questions and possible solutions. 

• Experience providing support to senior leadership in a university environment 

 
Nature and Scope  
• Contacts: This role works closely with faculty, staff and students across the entire university and as 

such interacts with all Faculties, Colleges, Academic Support Units and Ancillaries. 
• Level of Responsibility: The Manager of the Space Planning Office is responsible for leading space 

planning initiatives across the entire University of Waterloo, and providing strategic advice to the 
Associate Provost, Integrated Planning & Budgeting and other members of the University of Waterloo 
senior leadership team. 

• Decision-Making Authority: Provides strategic advice to the Associate Provost, Integrated Planning 
& Budgeting, and through the AP provides options and advice to the Provost and other members of 
the University’s senior leadership team  

• Physical and Sensory Demands: This role involves both office and field settings.  Project inspection 
and other aspects of the position involves significant amount of walking.  Inspection of construction 
sites requires wearing of appropriate personal protective equipment (PPE), including steel toe boots, 
hard hats and goggles.  Office work may involve minimal physical demands and moderate sensory 
effort resulting in slight fatigue, strain or risk of injury.   

• Working Environment: Work can require unusual hours or schedules, multiple and/or tight timelines 
that may be unforeseen and subject to constant interruptions (e.g. phone calls, e-mail and unplanned 
but urgent service requests) that are impacted by varying request volumes at different times.  Work 
requires attendance to sites on main and satellite campuses. Job may require off-hours response to 
lab and support services emergencies 24/7. 


