2 WATERLOO

Job Description

Job Title: Support Services and Accreditation Coordinator
Department: Management Sciences and Engineering
Reports To: Administrative Officer

Jobs Reporting: None

Salary Grade: USG5

Effective Date: January 2023

Primary Purpose

The Support Services and Accreditation Coordinator (SSAC) contributes to the efficient operation of the
unit by providing a range of administrative support functions and customer service to the department, its
staff, students, and academic visitors. A very important part of the position is the collection and analysis of
data for CEAB accreditation and support for assessment of the learning outcomes and student
experience.

Key Accountabilities

Provides arange of administrative services to enhance the operation and efficiency of the

department, its staff, students and academic visitors including the following duties:

e Manages daily workflow of main office;

¢ Manages the beginning and end of term procedures (e.g. lockers, updating bulletin boards, etc.)

¢ Orders and monitors the department’s administrative and teaching supplies within available budget
and ensures inventory of stock is maintained;

¢ Maintains front office and Grad departmental equipment (i.e., photocopiers, printers, copier
codes, door codes, etc.);
Arranges meetings, including room bookings, catering, A/V support, and others as required;

¢ Compiles and maintains department and undergraduate/graduate course files, exams, records and
confidential correspondence, including archiving records and disposal (shredding) as appropriate in
accordance with UW policies;
Serves as liaison between the department and UW Bookstore and textbook sales representatives;
Assists in the planning and execution of department, graduate, and undergraduate academic and
social events.

Provides a variety of services in support of the undergraduate and graduate student experience,

including the following duties:

e Acts as Graduate Scheduling Representative and coordinates all logistics, working with the
Undergraduate and Graduate Studies Coordinators and Scheduling;

» Responsible for undergraduate and graduate midterm bookings. Acts as a backup for
undergraduate and final exam scheduling ; liaises with representative in other department/faculties
across campus and instructors; evaluates instructor/student needs to ensure conflict free
schedules; uses sound judgement to resolve any conflicts;

¢ Manages and creates term proctoring schedule, assigning proctoring duties to graduate students
and external proctors; resolves unforeseen and last-minute changes using sound judgement,
and provides information to Financial Coordinator for preparation of casual pay;

e Collects course outlines each term and uploads to Department SharePoint Site;

o Communicates with instructors regarding the Engineering course evaluations;

e Assist the Associate Chair for Undergraduate Studies with TA assignments each term; compiles a
list of courses and instructors; looks after updating TA data base information in FileMaker Pro and
the TA applications and any issues regarding TA letters, TA lists, collects and tracks accepted TA
offers, issues and collects TA Award Nominations to all instructors, health and safety information to
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TA’s etc;
e Communicates departmental health and safety, policy and procedures to new Faculty, Staff, TA
Sessional instructors, etc.;

Communicates and supports the Outcomes Based Assessment process each term

e Provides administrative support for the outcomes-based assessment processes at the program level.
Incumbent works closely with program staff, department administration and stakeholders to support
all administrative functions of outcomes-based education;

e Working with instructors each term, collects and assesses course outlines and OBA workbooks for
each course. Enters qualitative data used to analyze and report student learning outcomes with
accuracy;

e Supports instructors to facilitate their outcomes documentation throughout the term;

e Collects assessment data on a term-by-term basis and reviews reporting documents for completion,
quality, and compliance.

Supports CEAB accreditation

e Analyzes data, including preparation of charts and graphs, and maps results to Canadian
Engineering Accreditation Board (CEAB) report requirements;

e Contributes to presentations for stakeholder dissemination of accreditation information;

e Monitors, collects and prepares materials required for CEAB submissions. Duties may include but are
not limited to preparation of Course Information Sheets, SuperForms, Academic Staff Information
Sheets, etc.;

e Works closely with Graduate Attributes Lecturers; Associate Chair, Undergraduate Studies;
Undergraduate Advisor; and Teaching Faculty on the preparation and collection of course materials,
guestionnaires, etc.;

e Prepares materials for submission;

o Attends all departmental and faculty level meetings related to outcome-based assessment and
accreditation activities;

e Acts as a liaison with the Office of the Associate Dean, Co-operative Education and Professional
Affairs, to facilitate and coordinate program reviews, external visits, etc...

Data Collection, Management Analysis and Reporting

o Working with the Graduate Attributes lecturer, develops and implements a variety of assessments,
including graduating student surveys, beginning of term and end of term surveys, analyzes data,
ensures quality control, and reports results;

e Manages program specific resources used to collect information, including SharePoint/Teams sites.

Supports and enhances department communication through the following duties, among others:

¢ Helps out with the departmental website for edits and updates and makes recommendations for
changes and improvements;

e Provides support to departmental committees as required at the request of the Administrative Officer.

Provides regular support to the department’s administrative management as required including:

e Under the direction of the Faculty Seminar Series Coordinator, manages the logistics for Seminar
Series and Workshop events including all communication with departmental guests, booking travel
and accommodation arrangements, and collecting the travel expense claim after the visit for
approval by the Administrative Officer; resolves any unforeseen or last-minute changes as required;

e When needed, assists the Administrative Assistant to the Chair with Faculty candidate interviews
and associated activities;

e Back up to the Administrative Assistant to the Chair (department agenda and minutes etc.)
and attends monthly department meetings;

e Assists with other department events as needed,;
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Other

e Provides back up to other staff as required,;

Identify and recommend process improvements;

Attend events when required;

Attend meetings and update skills as deemed necessary for this position;
Other duties or projects as assigned by the Administrative Officer.

*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
e Bachelor’s degree and/or equivalent education and experience.
e Equivalent combination of education and/or experience will be considered.

Experience

o Demonstrated administrative experience is required, experience in an academic work environment
is preferred;
Strong communication skills (written and oral) are required including clarity, diplomacy, and tact;
Incumbent should have demonstrated experience with formatting documents, working with
databases and pivot tables;

e Experience working in a team environment, with demonstrated ability to meet deadlines and
achieve deliverables with minimal supervision.
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Organizational, analytical, interpersonal, customer service and strong communication skills (oral and
written) required,;

Aptitude for attention to detail and accuracy are required,

Proven capacity to handle high volume of requests and prioritizing deadlines;

Intermediate skills in MS Word, Excel, PowerPoint, Outlook and MS Teams;

Familiarization with Quest, LEARN, SharePoint, FileMaker Pro and Waterloo Content Management
System (WCMS) an asset;

Knowledge of the Faculty of Engineering undergraduate curriculum and CEAB standards an asset;
Demonstrated experience performing duties related to data analysis, management and reporting,
as well as an understanding of outcomes-based assessment preferred;

Proven ability to coordinate the preparation of reports and accreditation materials, including
formatting large documents preferred,;

Ability to work independently, with minimal direction, as part of a team;

Ability to think creatively and show initiative to solve problems and improve working procedures an
asset;

Ability to manage large workload and prioritize competing deadlines.

Nature and Scope

Contacts: Works collaboratively with students, faculty, staff and external contacts to obtain, clarify
and discuss information and to give and receive instructions, for outcomes-based assessment and
CEAB works closely with the Graduate Attributes Lecturer, Associate Chair Undergrad and
Undergraduate Advisor.

Level of Responsibility: This Position has specialized work with minimal supervision. Self-initiated,
detail-oriented and sound judgement skills required. The SSAC receives guidance from the Graduate
Attributes Lecturer and other key individuals involved with outcomes based assessment initiatives
and process at the program, department and Faculty level. The incumbent is required to work closely
with the Office of the Associate Dean, Co-operative Education and Professional Affairs.
Decision-Making Authority: The position requires planning and pro-active problem solving. Complex
and non-routine issues involve consultation with the Administrative Officer, Undergraduate/Graduate
Advisor, Graduate Attributes Lecturer, Associate Chair Undergrad and/or the Chair.

Physical and Sensory Demands: Typical of an administrative position in an office environment; peak
times can include multiple priorities and frequent interruptions.

Working Environment: No travel, regular working hours with occasional evening and weekend work
required. No significant physical or psychological risks. Risks (physical and psychological): minimal
physical or psychological risk resulting from a diverse environment with deadlines, multiple priorities
and frequent interruptions.




