Job Title: Career Programming Specialist

Department: Centre for Career Development

Reports To: Manager, Business Process and Analytics
Jobs Reporting: None

Salary Grade: USG 8

Effective Date: September 2024

Primary Purpose

This role is responsible for the strategic delivery and smooth execution of all Centre for Career
Development (CCD) programming and events, including planning, implementation, marketing
and communications, logistics, administration, and evaluation of group interventions. This role
provides a pivotal point of contact for internal and external stakeholders. This role also leads
key market research that is used to identify priority target groups for future CCD engagement.

The role is central to the CCD internal programming operations, and it enables CCD’s
student engagement practices to be intentionally inclusive of and relevant to a diverse client
base, as well as in alignment with strategic priorities.

Key Accountabilities

Strategic Programming Leadership

e Researches provincial, national and global career education best practices with respect
to workshop and event delivery supporting group reflection and learning

o Conducts market research on upcoming labour trends; recommends programming to
align with forecasting

e Stays abreast of programming and event trends across educational and industry
contexts; recommends software platforms to optimize virtual/asynchronous program
delivery

e Consults with staff across CCD on programming initiatives that align with labour market
trends and provide students, alumni and employees with learning opportunities in these
areas

¢ Analyzes learner feedback to produce programming and event recommendations that
meet employability needs

e Develops internal annual report for CCD that outlines recommended programming and
event strategies based on past performance, current labour market conditions and future
labour market trends

e Manages CCD’s holistic programming inventory; maps programming and events to
industry standards/categories (e.g. NOC codes) to ensure equitable access to
information, networking and resources across sectors

e Represents CCD on industry event working groups both internal and external to the
institution



Relationship Building

Collaborates with the CCD leadership team on devising and enacting departmental and
institutional strategies via programming and events

Identifies ideal partnerships based on learner needs and forecasted trends; aligns
business development strategy to meet these needs

Builds and maintains industry and community partnerships across a wide variety of
sectors; identifies where industry partner goals can be met via internal programming and
events

Builds and maintains relationships across CCD; is viewed as a programming
implementation consultant and subject matter expert on the team

Works closely with CCD’s Educational Developers to identify areas of career curriculum
that need further tooling, programming or support

Builds and maintains relationships with stakeholders across the Cooperative and
Experiential Education (CEE) portfolio, including Business Developers, Account
Managers, Analysts, Engagement Specialists, Communications and Events team

Seeks and fosters relationships with campus partners including AccessAbility Services,
Student Success Office, WUSA, Sustainability Office, Alumni Relations and the faculties
Maintains a network of key department contacts on campus to facilitate the effective and
efficient coordination of events and activities

Program Administration

Leads the creation of marketing materials including web, social media and print material
for all programming and events

Oversees programming and events page on the Centre for Career Actior’s
Development’s website, including event promotional pages

Integrates learner feedback into programming and events landscape; uses feedback to
clarify purpose, format, design, content, and frequency

Supports the Manager, Business Process and Analytics in departmental tracking of
programming and events targeting specific client audiences (e.g. by faculty / level /
identity/ labour market sector) to ensure equitable access to supports.

Monitors, reviews, and adapts best practices for programming and events to ensure that
processes are effective; proactively identifies new opportunities to continually improve
quality and efficiency

Establishes annual programming and event targets based on gap analysis

Ensures event spaces are inclusive, welcoming spaces where learners of all
intersectional identities can thrive

Leads planning, logistics, coordination, and implementation of CCD programming and
events

Develops and maintains communication plans for CCD programming and events
Attends high-priority programming and events to ensure successful maintenance of key
stakeholder relationships and CCD operational priorities.

Develops an annual events and outreach calendar, working with the Manager, Business
Process and Analytics to target specific audiences based on historical data.



Establishes best practices and processes for event and programming registration and
oversees this system for all programming and events

Leads Team of Student Staff

Leads team of student staff to who support the delivery of programming and events for
CCD

Hires, trains and mentors student staff ongoing

Supervises student staff including assigning and monitoring assigned work; performance
manages as required

Ensures that content developed by ee-ep students adheres to UW brand guidelines;
provides regular feedback and completes formal student performance evaluations.
Supports students’ professional development, identifying opportunities for growth and
building a collaborative and supportive team environment.

Required Qualifications

Education

Undergraduate university degree required
Post graduate credential in career development preferred
Training in public relations or event planning considered an asset

Experience

Experience working in career development or post-secondary settings preferred
Experience designing a strategic programming/event plan based on organizational goals
Experience designing and delivering workshops, events, fairs or presentations that meet
a specific set of learning outcomes and facilitate reflection and learning

Three years of program and event planning, coordination and implementation
experience, with demonstrated strengths in organization, evaluation, and relationship-
building

Experience hiring, training, and supervising a team of student staff

Reporting expertise for pre- and post-events including registration, attendance, general
product metrics, event surveys and evaluation

Disciplined approach to planning and project execution with exceptional attention to
accuracy and detail

Experience designing tailored events and spaces that align with and reflect the values
and needs of the host organization and its clients

Experience creating safe spaces to enable trusting/helping conversations

Experience with tools that facilitate reflection and learning within group settings, large
and small, is an asset

Experience with technology platforms, including Zoom and various third-party event
software programs, Microsoft programs

Experience with content management systems, client relationship management software
and Orbis is an asset

MS Word/Google Sheets: Advanced skills (e.g., internal/external marketing and brand
documents including design and creative briefs, marketing, and brand plans, etc.)

MS Excel/Smartsheet: Intermediate skills (e.g. project/event management requirements)



Knowledge/Skills/Abilities

Ability to build relationships internally and externally to achieve strategic aims

Ability to lead/influence individuals who are not direct reports

Skilled in building strategic recommendations/plans that are evidence-based
Non-judgmental, empathetic and creative approach to working through challenges is a
must

Ability to integrate details into the bigger picture, working to support and advance
department needs and goals

A high degree of interpersonal acumen, with demonstrated relationship-building
capacities, excellent listening skills

Proven problem-solving ability in managing concurrent projects under tight deadlines
Independent judgment in areas of time management, task prioritization and decision-
making

Exceptional verbal and written communications skills

Ability to take initiative, be resourceful and be attuned to the needs of various
groups/individuals

Demonstrated experience using various social media platforms for communication and
promotion (e.g., Facebook, X, LinkedIn, Instagram)

Nature and Scope

Contacts: The incumbent will have significant interaction with various key stakeholders,
internally and externally. Responsibility to develop and maintain cooperative and
productive working relationships with diverse stakeholders is a key mandate of the role.
Examples of key contacts or stakeholders include CCD’s leadership team, staff
(including leadership) across CEE as well as campus wide, alumni, event participants
guest speakers, and employer partners.

Level of Responsibility:

The incumbent is responsible for leading a team of student staff, working collaboratively
with colleagues inside and outside of the institution, planning and executing strategic
programming and events that align with departmental goals, making recommendations
to senior leadership, negotiating event needs, representing the department on
specialized working groups on and off campus, managing a high volume of
projects/events/tasks in a fast-paced environment

Decision-Making Authority:

Sound independent decision-making is required, including: relationship development,
event negotiations, student staff hiring, programming alignment, evidence-based
recommendations and implementation

Physical and Sensory Demands: Minimal demands typical of an administrative
position within an office environment; peak times can include many simultaneous
demands resulting in potential, but minimal, fatigue or strain.

Working Environment: Located in an indoor office area. Regular working hours with
some evening/weekend work required. The role involves dealing with a variety of tasks,
frequent interruptions, the need for continual adjustment of priorities, and meeting



multiple, conflicting and/or tight deadlines beyond one’s control. Minimal travel to support
off-campus events.



