WATERLOO

Job Description

Job Title: Events Coordinator

Department: Co-operative and Experiential Education (CEE)
Reports To: Assistant Service Manager

Jobs Reporting: None

Salary Grade: USG 6

Effective Date: May 2022

Primary Purpose

The Events Coordinator is the primary point of contact for the Employer Information Sessions (EIS)
portfolio, and is responsible for the planning, coordination, implementation, and evaluation of all sessions,
both in person and virtual. The Events Coordinator works closely with employers and their respective
Service Team members in CEE to ensure their information session is a successful complement to their
recruiting strategy and supports their need to recruit and retain talent with the right competencies to
navigate the future of work in an emerging, complex global workforce. The Events Coordinator leverages
their knowledge of brand exposure opportunities and their relationships with CEE Service Team members
to support stakeholders and create co-op opportunities. The Events Coordinator performs their duties with
a high level of organization, communication, and transparency with all relevant stakeholders and CEE
staff.

Key Accountabilities

Service Delivery

e Act as primary contact for employers through the entirety of the Employer Information Session (EIS)
process (from pre-registration inquiries to post-event debrief) and supporting their unique
recruitment approach.

¢ Evaluate the success of each EIS and provide follow up and debrief information to employers and
CEE stakeholders, managing any necessary service recovery with support of the Assistant Service
Manager when required.

¢ Builds relationships to further the success of the portfolio with employers, CEE staff and Service
Team members, campus partners, and relevant stakeholders both internal and external to the
University of Waterloo.

e Advise stakeholders on optimizing the brand exposure opportunities available to them, potentially
converting event requests to a fee-based service.

¢ Informs Assistant Service Manager and other relevant service team members (Account Manager,
Account Coordinator, Business Developer) of event outcomes, trends, and past/future events when
needed.

o Delivers service to clearly defined and targeted standards (i.e. response time, quality of
communications, etc.) and in accordance to the University’s Service Promise, Values and Equity,
Diversity, and Inclusion.

Stakeholder & Event Support

e Maintain accurate records of employer communications, event documentation, and termly
registration and employer related information to support successful events and service team
inquiries. Includes completing a comprehensive post event debrief.

e Assess each registration form for accuracy and validity of the information submitted, advise
stakeholders of the optimal brand exposure opportunity that aligns with their recruitment strategy.
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e Assist employers throughout the registration and scheduling of an information session, advising on
academic cluster targets and timing of event to mitigate attendance risks and ensure equitable
student access and that there are no concurrent events.

e Support employers with training, troubleshooting, and support of system and audio-visual equipment
both in advance of and during an EIS (for both in person and virtual).

e Contribute to employer satisfaction and retention by advising employers on student recruitment
event best practices and support employer on campus visits when required.

e Ensure processes supporting the promotion of each event are consistent and equitable and align to
the defined promotional guidelines.

e Develop and maintain up to date knowledge base of employer trends, related to networking events
to assist employers with aligning an event as a complement to their recruiting strategy.

e Ensures that Employer Information Sessions adhere to University of Waterloo policies such as
branding, health and safety, alcohol consumption, fire capacity etc.

e Coordinates with employers and internal/externals campus contacts to manage the delivery,
distribution, and return of information session promotional materials.

¢ In partnership with the Assistant Service Manager, ensures the preparation of vital termly
communications and registration form and website updates, acting as Subject Matter Expert when
liaising these updates to CEE Business Services.

Training, Mentorship & Continuous Improvement

e Supports Assistant Service Manager with recruitment of new team members including co-op
students, by participating in interview selection and/or interviewing.

e Mentors co-op student(s) in partnership with Assistant Service Manager, including providing regular
feedback, leading one-to-one meetings, and assisting with the completion of the student
performance evaluation.

e Trains new team members and supports them with learning the intricacies of the role, including
event facilitation, promotional activities, venue specific knowledge and policies.

e Subject Matter Expert on Employer Information Session policies, procedures, campus partners and
industry trends; may participate in working groups across CEE providing valuable insight and
feedback from an EIS perspective.

e Actively contributes and recommends areas of opportunity for continuous improvement by
supporting initiatives, other projects, and participating in meetings to better serve our stakeholders.

e Executes temporary, additional work for a limited time within or outside the direct scope of role, to
support Co-op Services unit or other units within CEE.

*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 post-secondary education required; university undergraduate degree preferred.

e Equivalent combination of education and/or experience will be considered.

Experience

e 1-2 years of experience in an events, operations, marketing, communications, or customer service.
e Experience in an administrative support role in a fast-paced environment.
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Experience with a customer administration/database system, Customer Relationship Management
(CRM) system, or administration system (i.e., WaterlooWorks) strongly preferred.

Experience with unified communication platforms strongly preferred.

Knowledge of employment processes, co-op programs, policies and guidelines preferred.
Experience with Microsoft Office suite.

Experience in a mentorship role an asset.

Knowledge/Skills/Abilities

Exceptionally high tolerance for multi-tasking, tight deadlines, balancing multiple projects, and is
flexible to changing demands and tolerant of multiple priorities and ambiguity.

Apply critical thinking when assessing a problem, to determine the best course of action and
urgency, while using a high degree of intuition and judgment.

Strong interpersonal and communication skills with a proven ability to build relationships and
manage strong rapport with internal and external stakeholders as an effective communicator and
collaborator.

Works well independently and in a team environment, with the ability to balance and support a team
with fluctuating workload demands.

Demonstrated technological agility to adapt to changing and evolving digital platforms to support our
service.

Ability to self-assess current skills, with a commitment to lifelong learning and expanding and
transferring knowledge and expertise to adapt with evolving business needs in the workplace.

Nature and Scope

Contacts: Internal: The Events Coordinator works collaboratively with Co-op and campus partners
when coordinating the logistics for EIS (e.qg., staff responsible for accepting venue booking, virtual
event set up, food services, etc.) External: The Events Coordinator is the first point of contact with
employers wanting to host EIS and coordinates the logistics throughout the EIS lifecycle. The Events
Coordinator consults with employers pre-, during, and post- EIS to ensure a successful experience
with CEE and the University of Waterloo.

Level of Responsibility: The Events Coordinator has defined, specialized work, and receives specific
guidance about the requirements for EIS. Coordinates specialized functions within the portfolio and
requires substantial skill in managing and coordinating events. Responsibility, problem solving, and
organizational skills are essential to manage conflicting requests and priorities and the high volume of
the associated details. The Events Coordinator supports and directs a co-op student and a team of
casual staff every term. The Events Coordinator discusses information with the Assistant Service
Manager, the Co-op Services team, the Employment Relations team, the Communications &
Marketing team, the Business Development team, and other units within Co-op.

Problem-solving: The Events Coordinator will be required to execute their problem-solving skills and
best judgement when managing crises. The Events Coordinator will escalate complex issues to the
Assistant Service Manager, and in the absence of the Assistant Service Manager, unresolved issues
will be escalated to the Service Manager.

Decision-Making Authority: The Events Coordinator makes recommendations to the Assistant
Service Manager for improvements to the EIS portfolio in terms of employer relation and engagement
opportunities, process improvements, event production, venue bookings, or audio-visual equipment.
The Events Coordinator consults with employers to understand the objectives of their EIS, and works
closely with them to try to meet their objectives. The incumbent must be capable of assessing
unexpected complex problems and making immediate decisions to support service recovery.
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e Physical and Sensory Demands: This role requires exertion of physical or sensory effort resulting in
moderate fatigue, strain, or risk of injury. It may involve constant interruptions from e-mail, face-to-face
interaction, and phone.
e Working Environment: Minimal exposure to disagreeable conditions typical of a position which
provides direction to co-op students and casual staff. Moderate on-call expectations to support
evening EIS, occasional evening work required to support evening EIS. Service support during main

interview periods and the EIS season will require work outside of core business hours from 7:30 a.m.
to 9:30 p.m. Irregular and/or high volumes and multiple and/or tight deadlines beyond one’s control.



