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Job Title:  Outreach Coordinator 

Department:  Office of the Dean of Engineering – Engineering Outreach 

Reports To:  Senior Manager, Engineering Outreach 

Jobs Reporting: Program Facilitator, Co-op, and Casual Staff 

Salary Grade: USG 6-8 

Effective Date: October 2023 

 
Primary Purpose 
The Outreach Coordinator (OC), Engineering Outreach, is responsible for the development and delivery of 
programs aimed at elementary, secondary, post-secondary school audiences that fulfill the Faculty’s 
outreach mandate. The OC will also aid and interact with other like-minded groups as directed by 
Engineering Outreach’s Senior Manager, and the Faculty of Engineering’s Associate Dean of Outreach 
Equity, and Diversity.  
 
Key Accountabilities 
 
Program Coordination 
• Responsible for the planning, implementation, and evaluation of Engineering Outreach programs 

under assigned portfolios (see program’s listed below).   
• Develop and grow accessible programming for all youth through partnership with school boards, 

community organizations and donors under direction of the Senior Manager, Engineering Outreach  
• Responsible for the hiring, training, supervision, performance management and discipline of co-op 

and casual staff; liaising with Senior Manager, Engineering Outreach, and UW HR as needed.  
• Develop co-op and casual staff training initiatives to ensure effective orientation, team building, 

ongoing develop and potential retention of staff 
• Prepare content and schedule for programs. Programming must be appropriate for audience. 

Examples of programming include aligning goals with community groups, creating offerings for 
youth on campus, reaching students who otherwise would not have STEM learning opportunities  

• Liaise with other Outreach Coordinator’s on activities and manpower to support program 
development and delivery  

• In consultation with Senior Manager, ensure that adequate supervision is provided; this may include 
hiring and solicitation of previous staff 

• Collaborate with Engineering Outreach team on training and supervision of staff and/or volunteers in 
a manner appropriate for the event 

• Document programs and events (e.g., testimonials, photos, evaluation) and report on outcomes for 
future improvement 

• Setup and oversee registration of programs in WCMS and other registration systems (e.g., 
CampBrain) 

• Communicate with internal stakeholders to fulfill programming requirements and meet Faculty’s 
mandate (e.g., arranging tours of research labs, presentations by staff/faculty on campus, guest 
speakers, and hands-on activities) 

• Maintain awareness of research / new technologies that could impact programs  
• Develop and use tools to assess success of program activities. Assessment may be used to share 

success with other programs through papers and conferences 
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• Ensure the safety of all program participants and staff  
• Maintain program/event budgets and cost tracking, ensure alignment with unique specifications as 

outlined by program supporters  
• As some travel may be required, available for weeklong (day/night) trip to a location outside 

Waterloo for (transportation and housing provided for overnight trips ONLY) 
• Examples of programs that will be organized and delivered by the Outreach Coordinator’s include: 

- Engineering Science Quest (ESQ) programs: camps, clubs, and events  
- Catalyst programs: conferences and camps  
- Community group programs: Women in Engineering, STEMpowered for Black students and 

programs for Indigenous students  
- Non-profit programming: workshops, events, and clubs  
- School board programming: workshops and events  
- Other programs as directed by Senior Manager, Engineering Outreach  
 

Promotion and Communication of Programs 
• Advertise and promote programs through Outreach’s website, printed media, social media, and 

other means   
• Oversee the compilation and distribution of program newsletters   
• Communicate with program and event stakeholders before/during/after the program as appropriate. 

This includes answering questions about programs and registration process, preparing information 
packages, and performing post event/program surveys  

• Communicate with external stakeholders (i.e., school boards, community partners) to find best way 
to promote programs and understand the needs of the audience  

• Communicate and promote work with other local (i.e., staff, faculty, community partners) and 
national stakeholders (i.e., Actua)  

• Support the preparation of and delivery of reports for funders, partners, and other interest groups  
Other Accountabilities 
• Work in collaboration with other Outreach Coordinator(s) in planning and delivery of programming 

outside of assigned project leads   
• Hiring and supervision of short-term (i.e., co-op, casual hires) staff   
• Support and development of shared office resources, such as Google Apps information sharing 

portal and support technology  
• Support graduates / undergraduates with coordination and running of their events as directed by 

Senior Manager   
• Office wide administrative tasks as assigned (i.e., email management, newsletter drafting) 
• Special task/projects as assigned by Senior Manager   

 
*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 
• Undergraduate degree in STEM field, or equivalent education and related experience 
Experience 
• Leadership experience in a classroom, camp, or equivalent environment  
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• Experience with development and/or delivery of STEM activities  
• Experience with Google Applications and Microsoft Office for sharing of knowledge across platforms  
• Experience with equity deserving groups, including, but not limited to, Black, Indigenous, 

girls/women, low socioeconomic status, and those with accessibility needs 
• Lived Experience: A primary focus of Engineering Outreach programming is to reach equity 

deserving groups who have been historically underrepresented in STEM fields; these equity 
deserving groups include Black students, Indigenous students, girls and non-binary Youth, persons 
with disabilities, racialized communities and those facing socioeconomic disadvantages. 
Candidates with lived experiences in one or more of these communities are encouraged to apply for 
the position 

Knowledge/Skills/Abilities 
• Strong time management and planning skills  
• Demonstrated ability working with teams composed of diverse audiences (e.g., age, gender, culture)  
• Strong communication skills and ability to clearly articulate plans with both internal and external 

stakeholders  
• Problem solving skills and comfortable coming up with new and creative solutions to problems  
• Motivated to recognize gaps and strive to find areas for improvement within Team’s operations  

 
Nature and Scope  
• Contacts: Internally, communicate with the Faculty of Engineering’s recruitment, advancement and 

departments that target Outreach programming, and other units across campus who are required to 
support programming objectives. Externally, program participants, parents/guardians, volunteers, 
teachers, school board representatives, community group liaisons, and at times, sponsors. Contacts 
includes highly sensitive information when working with minors. 

• Level of Responsibility: This position is responsible for developing and organizing programming. 
This would also include the delivery of the programing which may be done by themselves or by others. 
At times, the OC will be tasked to create specific programming that satisfies terms outlined by grants 
and program backers. Depending on size of projects, the OC maybe working closely with other OCs. 
All programming must be reviewed and approved by Senior Manager. OC have sole-ownership over 
projects assigned to them. Hiring and direct management of co-op and casual staff. Requirement to be 
a leader within Engineering Outreach and more broadly within the Faculty and University community. 

• Decision-Making Authority: Required to deal with urgent program or participant issues 
professionally, escalating for non-routine issues. Any decisions that directly impacts participant safety, 
internal/external relations or are large purchases (over $500 per item, or $500 in total outside of 
summer camp planning) needs to be consulted with the Senior Manager. Has freedom to design 
programming and purchase appropriate supplies with oversight from Senior Manager. Hiring of staff 
for programming is done with approval of Senior Manager. 

• Physical and Sensory Demands: Some physical labour will be required (e.g., moving materials, 
setting up rooms for programming), some travel may be required, loud working environments when in 
a classroom environment, open concept desk space with noise from other colleagues which may 
cause distraction. Requires attention to detail when completing budgets, hiring staff and fulfilling 
impact reports. 

• Working Environment: This is an in-person position, with the opportunity to work remotely on unique 
occasions. Workday is typically Monday to Friday 8:30am-4:30pm, at a desk and in surrounding office 
development spaces. Weekend and evening work may be required for programming. When this is 
needed, the workweek/day will be shifted. During camps (March Break and Summer) days may be 
longer due to program needs. The OC is expected to be present for larger events that they are the 
primary organizer of. 
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• Note: Maintaining a clear Police Vulnerable Sector Check is a requirement of this position.  
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