WATERLOO

Job Description

Job Title: Manager, Portfolio and Operations

Department: Centre for Bioengineering and Biotechnology

Reports To: Executive Director, Centre for Bioengineering and Biotechnology

Jobs Reporting: Engagement Specialist and Administrative Assistant, Program Coordinator,

Co-op Students, Part-time staff as required by specific projects

Salary Grade: USG 11
Effective Date: November 2021

Primary Purpose

The Manager, Portfolio and Operations is responsible for supporting the strategic development and
delivery of a wide variety of interdisciplinary research programs, partnerships and projects designed to
advance the vision of the Centre for Bioengineering and Biotechnology (CBB) and support CBB faculty
members. The Senior Manager also ensures that day-to-day operations achieve the goals set by the
Executive Director and committees to support research and translate research results to practice, policy
and impactful health outcomes. CBB is a Senate-approved University Research Centre and membership
comprises 172 tenure stream faculty from all six Waterloo faculties. CBB’s vision is to enable
interdisciplinary research across the university to address global challenges in human health and help
translate those research results rapidly into practice policy and impactful health outcomes. Delivering on
this vision will aid UW to be recognized globally as a centre of excellence in biomedical engineering and
biotechnology research.

Key Accountabilities

Program Development and Partnerships

e Support the Executive Director on developing the strategic direction and opportunities for the
Centre, including partnerships, funding (government, NGOs, and private) and the development of
new facilities

¢ Conduct ongoing business development to explore new opportunities for engagement with CBB
members and partners

o Work closely with CBB members to bring a unique technical capacity to integrate and develop
diverse elements of major multi-disciplinary research initiatives and proposals for funding.

o Facilitate effective interactions between UW faculty and domestic & international industry, academic,
government and non-profit partners. Proactively target and approach groups where there is a high
potential for funded research.

e Assist the Executive Director, CBB, in developing funding opportunities with partners. Lead the
organizational management of major proposals, including drafting proposals, budget development
and analysis to ensure compliance with policies and application guidelines set by the sponsor and
the university and adherence to submission requirements.

e Develop and execute a partnership cultivation and relationship management plan with measurable
relationship deepening metrics and results in sustainable funded research relationships.

e Lead projects as required by the Executive Director

e Advance aspects of the education and training programs associated with CBB

¢ Build and maintain relationships with faculties and support units at UW.

Interdisciplinary Collaboration and Outreach Programs
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Develop and implement an outreach plan with potential for health impacts at the global level.
Manage the CBB brand strategy

Independently adapt technically heavy academic literature to improve understanding of the value of
research to a broader audience

Assist faculty in stewarding existing academic and industry collaborations.

Report on status of collaborations and new funding opportunities.

Assist Executive Director, CBB in organizing faculty members into active “working groups.” These
groups will form interdisciplinary collaborations, work together with industry, and develop proposals
such as NSERC CRDs, CREATE, and ORFs.

Present content and coordinate marketing and distribution of outreach activities.

Oversee the development of online and print communications, including CBB Annual Report, CBB
Impact Report, Press Releases, Research Spotlights (capsule summaries of biomedical research),
Research Bulletins (in-depth features on biomedical research), promotions, and other materials.
Work with the Engagement Specialist and Administrative Assistant to strategize marketing and
social media communications.

Workshops, Visits, and Events

Provide scientific and organizational support, coordination and management for national and
international workshops, visits and events.

Oversee the creation of agendas, biographies and identify and contact potential collaborators
(internal and external).

Work with the CBB Engagement Specialist to organize and deliver regular CBB events, including a
campus showcase of health.

Provide technical tours from a scientific standpoint of CBB-affiliated facilities (CIARS, G2N,
Biomedical labs, Science labs, Velocity, Accelerator Centre, CCCARE etc.).

Resource Management

The Senior Manager is accountable for all administrative and financial aspects of the Centre
including supervision of all Centre staff.

Work with Executive Direction on recruitment of leaders in bioengineering and biotechnology for
CBB’s governing committees

Ensure the ongoing operations of the Centre are in line with the constitution and mandate, develop
and report on 5-year strategic plans

Work with the Executive Director to establish and implement priorities and policies for the Centre
Manage the Centre Operating budget and forecast. Confirm that funds are available to support the
strategic priorities of CBB and notify the team of impending funding restrictions.

Review and authorize all operating expenditures for the ED final approval. Serve as a resource to
the Coordinator for Research budgets and spending.

Manages the Human Resource needs of CBB’s Program Coordinator, Engagement Specialist and
Administrative Assistant, and Centre co-op students including but not limited to:
recruitment/retention, planning for training and development, conducting performance appraisals,
assigning job responsibilities, and general supervision.

Liaise with Human Resources regarding all CBB staffing issues.

Provide support to the CBB Engagement Specialist making day-to-day changes to the CBB website
as required.

Work directly with our customer relationship management system to organize, track and develop an
automated interaction plan for maintaining contact with partners.

Understand and promote metrics collection, activity analysis and metrics-based outcome
assessments of centre activities.
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» Serving as a resource for the interpretation and application of policies, guidelines and practices.

*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

¢ A Graduate degree in Engineering or Science and ideally evidence of supporting background in
business such as an option in Management Science, a Science and Business degree, Project
Management Professional or an MBA.

Experience

e 810 10 years of progressive and related business experience encompassing strategic planning,
people management with a proven track record of achievement and success

¢ Significant experience with human resource best practice, conflict management, negotiation and
issue resolution and sound understanding of legislation related to hiring and managing employees

e Experience with financial management, program evaluation, program management, and reporting

¢ Demonstrated technical knowledge of engineering, biotechnology and biomedical, as shown by
direct work (not supervisory work) in industry or academia.

e Experience in conducting and disseminating research to a variety of audiences

e Advanced experience with customer relationship management software, excellent skills with cloud-
based collaboration tools.

e A track record of successful contribution to funded research proposals.

Knowledge/Skills/Abilities

o Demonstrated ability to convert corporate relationships into funded research partnerships.

¢ Demonstrated ability to develop strong professional relationships that are sustainable over time.

e Strong leadership and management skills with a record of demonstrating competence in making and
executing decisions

¢ Proven ability to manage and engage people, direct and guide staff on large volumes of work,
conflicting priorities, and competing deadlines

e Ability to follow technical discussions related to research, understand the impact, future directions,
and knowledge translation potential of the research and identify appropriate faculty members
regarding industry interests.

¢ Collaborative team player comfortable leading as well as executing and receiving constructive input

from multiple sources

Excellent problem solving, organization, creative thinking, interpersonal, technical and writing skills

Proactive in anticipating needs and the ability to manage tight deadlines

Exceptional client service skills to support an academic setting and multi-stakeholder environment

Possesses strong critical thinking skills and is a motivated problem-solver with a high degree of

professionalism in both demeanor and communications

¢ Ability to think strategically and with a high capacity for success

e Proven ability to lead, guide and mentor a team by establishing trust and confidence

e High standard of commitment, ethics, respect, care in program delivery to stakeholders
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Outstanding oral and written communication and interpersonal skills. Including excellent
presentation skills and the ability to be an articulate advocate for CBB and the university in research
promotion and external relations.

Intermediate Microsoft Office skills (Word, Excel, PowerPoint)

Dedicated lifelong learner, able to identify and implement best practices

The ability to handle sensitive and confidential information, to work independently and as part of a
team, and the capacity to work effectively and efficiently in a complex, fast-paced and changing
environment with numerous deadlines and priorities

Thorough knowledge of the university, its policies and procedures

Nature and Scope

Contacts: Works closely with biomedical engineering industry technical experts and leaders to
develop strategic partnerships and research initiatives with 170+ CBB members; Interact with internal
and external visitors to CBB; Interact with media centers around the world that focus on bioengineering
and biotechnology. Works closely with the ED, Associate Directors, Advisory, Board and Operations
Committees and CBB staff. Initiate and maintain contact with Senior personnel in the Faculty of
Engineering, Science, Health, Mathematics, Arts and Environment; Office of Research and
Centres/Institutes; Waterloo International; Velocity, Communications and Public Affairs Office, Human
Resources, Finance, Catering and Event Services and any other unit on campus as projects require.
Level of Responsibility: Oversees and manages unit-wide functions and highly specialized
processes with direct reports. Implements and leads a plan for the CBB team (two permanent staff,
approximately two co-op students per year and consultants as required) that encourages, mentors,
measures goals, and celebrates achievements. This job has specialized work with minimal supervision
and provides leadership and guidance to others. The position has a pan-university function with
extensive dealings with multiple faculties and associate processes. Numerous financial responsibilities
including a $350,000 annual centre operating budget and other research and administrative grant
specific budgets as required.

Decision-Making Authority: In collaborations with senior leadership, has authority to make critical
and time-sensitive decisions as they relate to financial management, human resources and program
delivery. Is responsible and accountable for establishing priorities. Makes independent decisions on
the deployment of administrative resources, including financial and human resources and space and
equipment. Provide well-outlined opportunity analyses and recommended courses of action to the
Executive Director and the CBB Operations Committee, who will hold decision-making authority.
Physical and Sensory Demands: Minimal demands typical of a position operating within an office
environment.

Working Environment: May include exposure to disagreeable conditions and conflict typical of a
managerial position exposed to stress, tight deadlines, and pressure. The office is located within a
team setting. Frequent travel in southern Ontario is required to advance/present projects. Occasional
international travel may be required. Minimal exposure to disagreeable conditions. There are deadline
pressures and demand for thoroughness and accuracy.



