
Job Description 

 

 

Job Title: Executive Officer 

Department: Co-operative and Experiential Education 

Reports To: Associate Provost, Co-operative and Experiential Education 

Jobs Reporting: External Resource Manager, Facilities Coordinator 

Salary Grade: USG 15 

Effective Date: February 2024 

 

Primary Purpose 

The Executive Officer (EO) supports the Associate Provost, Co-operative and Experiential Education and 
senior administration of the Co-operative and Experiential Education (CEE) portfolio and is a member of the 
leadership team. This position also provides leadership and support on special projects and strategic 
initiatives and serves as an advisor to senior administration on confidential and non-routine matters. The 
Executive Officer is responsible for the financial management of the portfolio, management of the human 
resources activities, facilities, health and safety, the annual co-op fee-setting process, and management and 
oversight of other administrative or financial functions as required. 

 
Key Accountabilities 

 
Financial and Co-op Fee Leadership  
• Overall financial responsibility for the CEE portfolio 
• Represents the CEE portfolio in budget conversations with the Provost’s Office and Finance  
• Reviews department budgets with department heads, and the portfolio’s financial position with the 

Associate Provost on a regular basis 
• Performs ongoing monitoring of budgets and financial transactions during the fiscal year, as 

required and ensures that all work orders are soundly managed 
• Responsible for designing and leading the annual budget allocation process – ensuring that 

appropriate individuals have input, transparency, and accountability to the process 
• Ensures that sources of funds (co-op fee, student services fee, operating funds, grant funds, 

research funds, trust funds) are appropriately tracked and utilized  
• Provides financial input to the portfolio’s strategic and operating plans 
• Creates and monitors a financial framework and tracking structure that reflects the various of 

sources of funds and departments within the portfolio 
• Advises department heads on budget and expense related matters, including development, 

documentation, communication, and operationalization of guidelines such as city 
differentials, home office costs, etc. 

• Provides financial leadership on special projects such as the undergraduate research internship 
(URI) program, the student work placement program (SWPP), and GradWIL  

• Provides accountability reporting to external organizations and internal student and faculty groups 
(including SSAC – Student Services Advisory Council and the Co-operative and Experiential 
Education Council) 

• Oversees financial administration and management including financial planning, budgeting, 
accounting, reporting and internal audits to maintain financial integrity 

• Resolves complex budgetary issues 
• Ensures optimal resource allocation in support of the mission and priorities of the portfolio 
• Leads the annual co-op fee setting process; requires long-term budget forecasting and significant 

collaboration with roles on campus including the Associated Provost, Integrated Planning and 
Budgeting 

• Analyzes expenses and future enrolments to recommend a co-op fee annually 
• Ensures project timeliness and that appropriate consultation with students and other 



Job Description 

 

stakeholders 
• Ensures the purpose and calculation of the fee are well communicated, in conjunction 

with CEE staff 
• Ensures ministry compliance with the use of co-op fee revenue 
• Prepares memos and presentations for the Vice-President, Academic and Provost and 

various councils and committees (Co-operative and Experiential Education Council, 
Undergraduate Student Relations Committee, Graduate Student Relations Committee, 
Co-op Student Council) 

Policy Development and Compliance 
• Develops portfolio-wide policies on a wide variety of topics, considering historical practices, the 

strategic direction of the portfolio, emerging trends, fiscal constraints and opportunities, and 
University policies and procedures 

• Recommends solutions to complex policy issues 
• Ensures compliance with document management policy 
• Responsible for the interpretation and application of UW and portfolio policies, guidelines, and 

practices; seeks clarification from the Secretariat’s Office, Privacy Office, Finance or others as 
appropriate 

Supporting and Coordinating Human Resource Activities 
• Liaises with Human Resources as the central resource for the CEE portfolio 
• Ensures adherence to University policies (e.g. privacy, document retention, accessibility policies) 
• Applies University-wide policies, programs, and requirements to the CEE portfolio; including, but not 

limited to annual performance appraisal process and the staff salary increase process 
• Works with managers to 

o Provide consistent systems and processes for recruitment, evaluation, 
promotion, professional development, and retention of all staff within the 
portfolio 

o Design creative solutions for filling staffing vacancies to accommodate temporary 
absences, reductions, or shifting priorities, balancing the goal of skills development for 
existing staff with business requirements 

o Ensure consistent on- and off-boarding practices are followed and that the onboarding process 
captures business requirements 

o Determine fair and equitable salaries 
• Contributes to conversations and provides strategic advice on projects related to the various work 

arrangements within the portfolio; including, but not limited to flexible work arrangements, space 
allocation, regional assignments and permanent work from home roles, and city differentials 

• Initiates and supports the regular review of structures and staffing to share best practices and 
create appropriate consistency across the portfolio 

• Ensures processes are in place for recruitment, evaluation and pay of temporary employees, 
casual staff, and co-op students 

• Reviews new or revised role descriptions for alignment within the portfolio 
• Leads the annual preparation of employee tax forms in accordance with CRA requirements 
•  
Risk Management and Mitigation 
• Reviews routine and non-routine contracts and agreements, and consults central units (e.g., 

Legal and Immigration Services, Finance, Insurance, Procurement) where appropriate 
• Negotiates changes to contracts/agreements 
• Identifies risks and performs risk assessments on behalf of Leadership 
• Manages risks to control/minimize risk exposure while maximizing the opportunities 
• Provides strategic advice and recommends courses of action to CEE leadership regarding risk 

management 
• Coordinates and contributes to campus-wide risk assessments on behalf of the portfolio 
Communications and Relationship Management 
• Drafts and finalizes important memos, e-mails, presentations, or other forms of communication 

on behalf of the Associate Provost (generally on financial or budget related topics)  
• Assists the CEE leadership with correspondence dealing with sensitive matters that may require 

considerable discretion and judgement 
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• Establishes and nurtures sound working relationships with fellow members of the leadership 
team as well as internal and external stakeholders 

• Interacts regularly with various stakeholder groups, including campus decision-makers, 
employers, and various work-integrated learning organizations (Canada and global) 

Collaboration management 
• Communicates effectively and maintains a positive working relationship with many individuals 

and units across the institution (e.g. Human Resources, Office of the Associate Provost, 
Integrated Planning and Budgeting), Finance Department, Legal and Immigration Services, Plant 
operations, Space Planning Office, Procurement, Safety Office, Sustainability Office, Health 
Services, and external entities as the financial representative for all CEE business units 

• Provides guidance on processes that impact the operating budget, financial compliance, and 
stewardship of assets 

• Participates and provides leadership and financial expertise for internal campus department audits 
or other university audits, as required 

• Identifies opportunities for systemic financial process improvements across all units, 
including reporting process and transactions 

Contributes to the strategic planning process, including but not limited to: 

• Provides the Associate Provost with confidential and strategic advice, information, and data to 
support decision making and strategic planning 

• Coordinates plans with the need for resources, including space, human resources, and 
information technology 

Facilities Management 

• Responsible for the portfolio’s on-campus facilities – ensuring that facilities are effective, 
accessible, welcoming, safe, inclusive, appropriately maintained and reflective of CEE’s world 
leading reputation 

• Leads strategic conversations about space needs – being mindful of resource use (financial 
and environmental) 

• Leads space improvement projects 
• Represents the portfolio in conversations with the Space Planning Office on long-term space 

needs 
People and process leadership, including but not limited to: 
• Leads the Executive Office team, ensuring staff members are informed, engaged, developed, and 

working effectively together 
• Ensures processes are followed consistently, goals met, and appropriate metrics identified, 

tracked, and communicated openly and frequently 
• Provides leadership for communication and documentation of the Executive Office’s processes 

and procedures 
• Represents the portfolio on certain University-wide committees and projects (e.g. space, financial 

review) 
• Ensures internal communication of financial, procedural, policy and other matters takes place 
• Fosters a positive, nimble, cohesive, and constructive working environment across the portfolio 
• Recommends and implements structural re-alignment if necessary 
Special Projects 
• Assumes administrative leadership of special projects, as directed by the Associate Provost (e.g. 

financial, facilities, HR projects)  
• Provides critical support and prompt responses during crises or urgent matters 
Represents CEE on Administrative, HR and Financial Matters 
• Serves on University committees and working groups to support institutional strategic initiatives 
• Represents CEE and the University of Waterloo on an ongoing basis on various committees of 

work-integrated learning organizations in Canada and globally (including as the Treasurer of the 
World Association for Co-operative Education (WACE)) 
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*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 accounting, business or equivalent. Recognized accounting designation 

is an asset. Additional education or training in human resources administration is an asset. 
Experience 
• Ten years’ experience in progressively more responsible administrative, financial and 

management roles. 
• Demonstrated success in establishing frameworks for managing and communicating 

somewhat complex budgets and financial reports 
• Significant experience with human resource management, issue resolution and sound 

understanding of legislation related to hiring and managing employees. 
• Experienced team leader. 
• Advanced knowledge of and experience interpreting UW policies, procedures, and 

guidelines preferred. 

Knowledge/Skills/Abilities 

• Must possess outstanding leadership and management skills. 
• Ability to build agreement without relying solely on authority. 
• Must be able to assimilate information and analyze data quickly. 

• Outstanding verbal and written communication skills and a proven record in demonstrating tact, 
judgment, and diplomacy. 

• Must be confident, organized, and an accomplished problem solver. 

 
Nature and Scope 
• Contacts: extensive interaction with managers in the portfolio (approximately 30) in an advisory and 

problem-solving capacity. Extensive interaction with other units on campus including but not limited 
to Finance, Human Resources, Plant Operations, Secretariat, the offices of the Provost and 
President; communications and interactions with committee members including faculty members 
and students. Contact with government and NGO representatives in support of policy and practice-
related activities in the portfolio. 

• Level of Responsibility:  The position is responsible and accountable for operational 
leadership within the portfolio in support of business operations, administrative infrastructure 
and strategic initiatives.  The position is also responsible for risk mitigation, resource 
deployment and relationship management in their capacity as Executive Officer.  Incumbent 
must be nimble, and creative with the ability to anticipate trends and lead change 
management initiatives. 

• Decision-Making Authority: In collaboration with the Directors and management teams, 
responsible for the development and implementation of strategic plans, budgets, best practices 
and process improvements that support the departments’ mission and goals. Is responsible for 
identifying changes in policies or systems and ensuring that they are communicated and 
procedures are put into place to implement them. Responsible for implementing the performance 
appraisal program plan. 

• Physical and Sensory Demands: Minimal demands typical of a senior position operating within 
an office environment. 

• Working Environment: This position works in a typical office environment. There may be 
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unusual hours or schedules and varying volumes of work at different times of the year. Exposed 
to stress and pressure associated with senior level responsibilities, significant financial oversight 
and confidential human resource leadership.. 


