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Job Title:  
 

Assistant Director, Strategy and Business Operations   

Department:  
 

Centre for Work-Integrated Learning (Centre for WIL) 
 

Reports To:  
 

Director, Centre for Work-Integrated Learning  

Jobs Reporting: 
 

Project Manager, Administrative Coordinators, Casual Staff  

Salary Grade: 
 

USG 12 

Effective Date: 
 

January 2023  

 
 

Primary Purpose 
The Centre for Work-Integrated Learning (WIL) fosters excellence in the pedagogy and practice of Work-Integrated 
Learning as a thought leader and key provider of curriculum, courses, and programs in this field.  
 
As a member of the senior leadership team of this unit, the position has three main areas of focus:  

1. Administrative leadership over: business operations; staff and resource management; administrative 

infrastructure; the advancement of strategic, operational initiatives; and when necessary, issues 

management 

2. Cross portfolio collaboration including reporting, communicating, and leveraging/coordinating resources 

within various areas of Co-op and Experiential Education (CEE).  

3. Promotion of the Centre, including issues management, and the dissemination of key information around our 

WIL curriculum, WIL courses, and WIL programs both internally and externally related to the work of the 

Centre for WIL.    

 

Key Accountabilities 

Administrative Leadership  

• Responsible for building and maintaining an engaging and inspiring work environment within the Centre, 
including but not limited to the design of department-wide strategies for staff engagement (department 
communication, meetings, PD opportunities, Wellness initiatives etc.) and overall guidance and decision 
making for the management team 

• Provides support, coaching, and development of direct reports; and functional leadership to other 
members of the CEE portfolio who support the Centre for WIL with department operations, 
communication, research, project and process management etc. 

• Participate in the development of departmental strategy and vision building leveraging this knowledge to 
develop and manage a workplan for the Centre for WIL, including Senior Leadership Team members 

• Guides the development of the department’s strategic planning and policy development processes, multi-
year workplans and detailed current year operating plan, including measurement and evaluation of the 
workplan initiatives. 

• Identifies, researches and implements, in conjunction with other members of the senior leadership team, 
strategic initiatives for advancing the key priorities of the Centre for WIL 

• Maintain a strong knowledge base of current UW programs, procedures, policies, resources and services; 
develop strong relationships with senior leadership to effectively liaise, anticipate issues and opportunities 
and identify trends  

• Oversees the financial resources and performance of the Centre’s administrative, project and process 
management teams; as well as departmental operations (e.g. travel, professional development, 
technology etc.). Ensures this portion of the department’s budget is applied to maximize the positive 
impact it has at the University; advocate for new funding or positions as required 

Cross Portfolio Collaboration  

• Oversees, key areas of the portfolio including: budget and capital planning, facilities and maintenance 
planning, finance, IT and data strategy and governance, and HR, often in collaboration with CEE 
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Executive Officer and other CEE Business Services leaders to ensure effective and efficient use of all 
department resources  

• Oversees department’s progress towards goals through tracking and measuring to identify opportunities to 
enhance systems and guide the continued evolution of the department’s processes and procedures (this 
includes priorities in relation to the Centre’s broader portfolio in CEE) 

• Reports on achievements, priorities, initiatives, and actions at the CEE portfolio level through both formal 
and informal channels  

Promotion of the Centre for WIL  

• Responsible for building and maintaining ongoing, collaborative relationships with campus partners and 
students to develop a shared understanding of the Centre, and its overall purpose as a leader in 
pedagogy and practice in Work-Integrated Learning curriculum, courses, and programs 

• Triages issues of reputational significance to the Centre including, but not limited to, communications and 
government relations to proactively and reactively manage issues of a broad nature  

• Evaluates emerging and longer-term opportunities and threats to achievement of the Centre's priorities 
and critical success factors of our WIL courses, WIL programs, and WIL curriculum to the University 

• Monitors campus activities with attention to implications from the standpoint of both internal and external 
stakeholders 

• Responds to and meets with broad range of internal and external individuals and groups, frequently 
related to matters of immediate concern 

• Devise and oversee communication and information dissemination plan for key Centre audiences 
including student, faculty, industry, and professional Work-Integrated Learning networks in collaboration 
with CEE Business Services.   

• Leverage the work of the Centre’s Leadership team to design communications, highlighting pedagogical 
assessment and program evaluation results, research plans and the continued evolution of our courses, 
programs and curriculum 

• Oversees the collection, dissemination, and functional use of the department’s pedagogical assessment 
program evaluation data including data governance, integrity etc.  

 
*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 
• Master’s Degree or comparable experience, credential in education, business administration or human 

resources an asset  

Experience 

• 3-5 years’ experience managing portfolio or department operations, preferably in a postsecondary 
environment  

• 3-5 years’ experience leading a team including direct reports as well as providing functional guidance and 
direction to team members who report to other areas of a portfolio 

• Significant experience with human resource management, including hiring, change management, culture 
building and resource allocation 

• Experience guiding the development and implementation of strategic plans  

• Experience with development of department budgets 

Knowledge/Skills/Abilities 
• Ability to analyze complex information, draw correct conclusions, and articulate clear and focused policy 

and/or direction  

• Understanding of higher education and work-integrated learning  
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• Highly developed strategic, analytical and communication skills, and a high degree of political acumen and 
interpersonal skills to nurture relationships with a range of stakeholders across the university  

• Ability to comprehend, synthesize and address perspectives and concerns of multiple stakeholders to 
devise one common solution 

• Demonstrated success in establishing frameworks for managing and communicating somewhat complex 
information in simple ways including program evaluation data, budgets and financial reports  

• Demonstrated success in leading change efforts  

• Ability to adapt skills and experience to a new environment 

• Proven record in problem solving, demonstrating tact, judgment, and diplomacy 

 
Nature and Scope  

• Contacts: Contacts include other Directors/Associate Directors on campus as well as key roles within the 
CEE Business Services portfolio related to project and process management, communication, data analytics 
and reporting, human resource management, and budgets 

• Level of Responsibility: This role is responsible for the strategies associated with building and 
maintaining an engaging and inspiring work environment within the Centre for over 40+ full time staff.  This 
role provides leadership, performance management, coaching and development of their staff, as well as 
other managers in the office. They are responsible for helping to set goals and direction for team members 

as well as advising the Director on strategic direction for the unit and institutional priorities.  

• Decision-Making Authority: Guides departmental policies, processes and evaluation and 
communication plans; determines and monitors the allocation of Centre and departmental budgets; 
determines which issues can be resolved internally and which need to be escalated to the Director/CEE 
leadership  

• Physical and Sensory Demands: Frequent distractions and competing priorities typical of a senior 
position operating within an office environment.  

• Working Environment: Exposed to stress and pressure associated with senior level responsibilities, 
frequent distractions, and competing priorities. Involves moderate psychological risk resulting from 
unavoidable exposure to hazardous, disagreeable, or uncomfortable working conditions. There may be 
unusual hours or schedules, multiple and/or tight deadlines beyond one’s control, and constant interruptions 
(e.g., phone calls, emails, and unplanned but urgent requests). This role will have meetings over technology 
enabled platforms, across campus, as well as occasional travel. 

 


