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Job Description

Job Title: Manager, Scheduling

Department: Office of the Registrar

Reports To: Associate Registrar, Enrolment Services & Academic Policy
Jobs Reporting: Scheduling Specialists

Salary Grade: USG9

Effective Date: January 2024

Primary Purpose

The Manager, Scheduling, is responsible for the functional analysis of scheduling-related applications
within the Student Information System (SIS). This role encompasses the direction of all aspects related to
the assignment of generalized classroom space for undergraduate and graduate classes. Additionally, the
manager supervises staff in the preparation, establishment, and maintenance of communication with faculty
timetable representatives and departmental academic advisors, specifically regarding the university's
Schedule of Classes.

Key Accountabilities

Operations Management

e Leads the day-to-day operations of the scheduling unit within the Registrar’s Office.

¢ Develops plans and operational requirements to ensure the delivery of high quality, effective and
efficient support for faculty, academic departments, and other university stakeholders with respect
to course scheduling.

e Builds a culture of continuous improvement by encouraging and role modeling, identifying
opportunities for improvement and enhancements in processes, service, and technology
optimization.

Schedule of Classes

o Oversees all activities related to the creation of the Schedule of Classes, management of room
assignments and classroom booking, as well as the maintenance of such information on
appropriate university and Registrar’s Office websites.

o Liaises with Departmental Timetabling/Scheduling Representatives in the development of the
scheduling cycle and throughout course scheduling process.

o Evaluates new software, analyzes upgrades, fixes, and patches to existing scheduling software.

Measurement and Reporting of Success

o Develops and maintains standard reports to measure success and presents results to colleagues
and university partners.

e Identifies key objectives for scheduling systems/processes, develops success measures, and
reports success on a term-by-term basis.

e Prepares presentations reporting on progress toward scheduling goals, room utilization and
instructor constraints.

Participation in Scheduling Processes

e Provides Tier 1 support for all scheduling software, offering first-level technical support to colleagues.

e Participates in scheduling processes and practices, contributing to class, classroom, and examination
scheduling.

e Collaborates with Registrar’s Office Systems team to resolve problems, document requirements, and
participate in testing new releases of system software.

e Coordinates with the Registrar’s Office Communications team to develop requirements/scripts for
training and maintains user documentation for scheduling systems.

e Organizes training workshops and provides one-on-one coaching as required.
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Process Management and Improvement

e Contributes to the management and ongoing improvement of all scheduling processes using an
end-to-end process management approach.

e Contributes to the scheduling of classes each term, including coding and scheduling.

o Documents current workflow in all scheduling systems, identifying opportunities to streamline
processes.

o Participates as a member of the University Timetabling Committee.

¢ Provides backup for room booking of academic events

Relationship Building and Collaboration

e Builds strong working relationships within and outside of the University.

¢ Identifies, designs, and supports processes that cross departmental boundaries.

o Ensures process improvement initiatives positively impact process metrics and reports impact to
university partners.

e Gathers data to support and report on existing performance metrics.

e Responds to special data requests, running simulations to support Faculties/AFIW and
substantiating recommendations to PACT.

e Provides central support to continuing improvement initiatives, projecting the impact on current
process metrics resulting from those initiatives.

e Fosters partnerships with Scheduling Representatives in the Faculties.

¢ Builds and maintains dialogue with peers in other post-secondary institutions.

o Documents Best Practice procedures and evaluates their appropriateness for use at Waterloo.

Ensures the effective utilization, deployment and development of people and capital resources

o Leads, manages, and supervises staff, assigns, and prioritizes tasks, establishes staff and team
goals, and evaluates performance.

e Hires, trains, develops and performance manages assigned staff.

¢ Assesses and determines staff training needs and technology requirements, and provides staff with
development opportunities, as required. Seeks out opportunities to enhance diversity, equity, and
inclusion.

e Deploys staff most productively to meet department goals and objectives.

¢ Conducts Annual Performance Plans with direct reports and ensures adherence to Annual
Performance Planning and Review process within the department.

o Assists with the management of scheduling budget, providing staff projections required to execute
scheduling activities and department proposed work plans, preparing reports, analytics,
summarizing research and trends, proposals and costing summaries.

*All employees of the University are expected to follow University and departmental health and safety policy,
procedures, and work practices always. Employees are also responsible for completing 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 University or college degree with several years of administrative or operations experience,
preferably in an academic environment, or equivalent education and/or experience.

Experience

e 3+ years working in an academic environment with knowledge of and experience working with the
academic life cycle.

e 2 years' experience with leading staff, training, and overseeing the work of staff.

o Demonstrated experience exercising sound judgement, problem solving and decision-making skills.

e Experience managing detailed-oriented teams.
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Previous experience working with senior leaders

Knowledge/Skills/Abilities

Effective communication and interpersonal skills; demonstrates professionalism and discretion when
dealing with confidential or sensitive matters.

Demonstrated ability to work with others in a collaborative, positive and diplomatic manner while
providing exceptional detailed support.

Develop and maintain excellent working relationships at all levels of the organization.

Excellent organizational skills with the ability to manage multiple and changing priorities while
meeting deadlines.

Ability to work independently and accurately and to take initiative when minimal direction is provided.
Approach projects with continuous improvement lens

Experience in managing budgets is an asset.

Comfort with technology and learning new systems.

Experience and interest in leading team projects is an asset.

Technical: Proficiency in Microsoft Office Suite: Word (highly proficient), Excel (highly proficient),
PowerPoint (knowledge of), Outlook; space unitization software

Asset: experience with Workday;-iCIMS and SharePoint

Nature and Scop

Contacts: The incumbent must maintain a close working relationship with all management personnel
in the Registrar’s Office, and those members of the academic community who are stakeholders for
scheduling.

Level of Responsibility: This position is responsible for overseeing all aspects of the
university's undergraduate and graduate classroom scheduling and staff supervision.
Decision-Making Authority: The Manager, Exams and Classrooms will make decisions in
collaboration with others about the strategic priorities of action to solve problems and to exert a
positive influence on other stakeholders on behalf of the RO (Registrar s Office).

Physical and Sensory Demands: Minimal demands typical of an administrative position (attention to detail,
prolonged focus on computer monitors and prolonged sitting) It may involve constant interruptions from e-mail,
face to face interaction and phone.

Working Environment: Minimal exposure to disagreeable working conditions typical of working in an
office environment.
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