WATERLOO

Job Description

Job Title: Special Projects Officer

Department: Dean of Engineering Office

Reports To: Executive Officer, Faculty of Engineering
Jobs Reporting: Co-op students

Salary Grade: USG 10

Effective Date: March 2022

Primary Purpose

Reporting to the Executive Officer (EO), the Special Projects Officer plays an essential role in designing,
implementing and improving special projects that are of strategic value to the Faculty of Engineering and
to the University of Waterloo in general. In collaborative with stakeholders in and outside Engineering, the
incumbent will provide critical support to Engineering Leadership in improving faculty hiring, meeting
equity, diversity and inclusion (EDI) targets, transforming Engineering’s administrative processes, creating
tools and solutions to assist data-based, evidence-informed decision making, as well as facilitating change
management.

Due to the changing nature of the Faculty’s strategic priorities in response to external factors, the scope of
SPO’s responsibilities will evolve over time. At the moment, the SPO’s priorities include: recruitment
process for regular and non-regular faculty positions; faculty leadership training and development;
development of an information system to strengthen EDI; transformation of administrative processes; and
organizational reviews.

In addition, the incumbent facilitates communication and information exchange between the Dean of
Engineering office and stakeholders in and outside Engineering.

Key Accountabilities

1. Participates in strategic planning

o Participates in and contributes to strategic planning discussions in order to develop and
implement complex special projects that are consistent with the Faculty’s strategic priorities;
ensures project plans are of the highest quality and compatible with existing initiatives or
projects

e Consult broadly to ensure diverse needs are met

e Assist in the coordination and management of teams including faculty, staff and students

e Ensure that special projects are consistent with University policies, Faculty priorities, guidelines,
procedures, and protocols

e In consultation with Director of Planning, collect relevant data to track achievements, milestones
and other relevant statistics

o Generates reports that summarize the outcome of special projects to support internal strategic
decision-making

e Produces fact sheets and presentation materials relating to special projects for a variety of
audiences

e Provides faculty leadership with advice, information, and data relating to special projects




%r‘w UNIVERSITY OF
Job Description % WATERLOO

e Establishes and maintains contacts with internal and external stakeholders to ensure information
provided and interpretation of guidelines are complete, current, and accurate.

2. Design and implement special projects

e Through stakeholder engagement, identifies and propose new projects that are in alignment with

the Faculty’s strategic plan

o Utilizes existing data sources and work with data stewards to integrate them to Engineering’s
solutions
Prepares data and reports to present different scenarios/options to Faculty leadership
Develops resource plans in consultation with the Executive Officer
Builds consensus among stakeholders
Working closely with Engineering Computing, implements project plans and monitors progress
Responsible for project management
Contributes to complex software programming as directed by Director of Engineering Computing
Manages changes and develop creative solutions

Ensures that project execution meets the timelines, expectations and deliverables as established
by the leadership

3. Manage competing priorities as well as ad hoc issues
¢ Due to the nature of this position, the priorities will evolve over time. The current priorities
include:
o Automates the recruitment for regular and non-regular faculty positions;
o Creates faculty leadership training and development opportunities;
o In collaboration with Associate Dean, Outreach and, Equity & Diversity, develops an
information system to strengthen EDI; incumbent may be asked to sit on committees with
EDI focuses.
o Where appropriate, consolidates department processes to achieve consistency
o Transforms administrative processes within the Faculty of Engineering
o Provides support for organizational reviews.
e Working with a small cross-functional team, delivers on these priorities on time and on budget
¢ Advises the Executive Officer if priorities need to be adjusted

4. Support Faculty hiring and nominations processes
e Supports faculty search processes (e.g. Canada Research Chairs) within the faculty
e As requested, sits on search committees in an ex-officio capacity with a focus on EDI/Faculty
wide issues
Maintains list of chairs in others schools and of people interested in applying for openings
Maintains and create Waterloo websites that promote faculty openings
Ensures postings are advertised on mandatory sites (UA, Job Bank, Campus sites)
Reports on hiring process with the goal of better understanding EDI issues, this includes:
o Website analytics
o Candidate demographics
o Advertising efforts made

5. Other duties
e Other duties as assigned by the Executive Officer
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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
e An undergraduate degree in Engineering is required.
e A graduate degree is considered an asset.

Experience

¢ A minimum of 5 to 7 years' project management experience in a University environment

e Computer programming experience required

¢ Knowledge of and experience in EDI required

o Demonstrated research skills; including the ability to compile and integrate relevant information

(both qualitative and statistical) from a broad range of sources to inform strategic planning

Attuned in gathering intelligence and alerting leadership on emerging initiatives or risks

e The ability to work both independently and in teams, in a dynamic environment and with shifting
timelines and priorities

o Demonstrated ability to think critically and analytically

e Demonstrated ability to fully understand, synthesize and translate material of a highly technical
nature into text that is accessible to professional and public lay audiences

e Superior oral and written communication skills

¢ Demonstrated ability to write short copy (web-based text), long copy (proposals and reports), and
research presentation material (PowerPoint) for broad audiences

e Demonstrated ability to handle multiple assignments simultaneously, while adhering to tight
timelines

Knowledge/Skills/Abilities

e An independent administrator with exceptional communication skills, the incumbent will ensure
effective and timely interaction with project teams, and more broadly between stakeholders within
and outside Engineering

e The incumbent will effectively negotiate agreements and secure timely action to share information
and address challenges to meet the goals.

e The incumbent will confidently and diplomatically address sensitive issues with stakeholders.

e Support, advise and guide individual faculty members and senior administration with regard to a
wide range of issues.

Nature and Scope

e Contacts: Internal: University level: Waterloo Commercialization Office; Finance, Human Resources.
Faculty level: Dean of Engineering; Executive Officer, Associate Deans; Director of Engineering
Computing; other senior staff. Departmental level: Department Chairs, staff and individual faculty
members.

o Level of Responsibility: The incumbent will act as a main source of advice and assistance for special
projects. These initiatives and programs are of high strategic value to the Faculty of Engineering and
the University of Waterloo. The incumbent must have personal initiative, the ability to be flexible with
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strong problem-solving skills. The incumbent will have strong analytical skills, be able to interpret
accurately and apply policies and guidelines and to integrate report data from various sources. The
ability to work with 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 is essential.

o Decision-Making Authority: Provides expert decision support to the leadership to: approve projects,
allocate financial support, ensure compliance with University policies (e.g.,finance, ethics, IP).
Establish timelines and standard operating procedures. Allocate personnel and resources.

e Physical and Sensory Demands: No physical risks. Minor psychological risks are typical of a
supervisory position, and associated with (occasional) stressful interactions with faculty, for whom
preparing proposals and project plans can be both onerous and professionally vital (e.g., ,with regard
to deadline pressure, budgeting requirements).

e« Working Environment: An office environment typical of an administrative role. There is a frequent
need to give close attention to various stimuli such as written material and verbal information. The
work is varied and conflicting priorities that must be juggled effectively to ensure all projects are
completed successfully under considerable time pressure. Concentration and attentiveness to detail
are imperative in an often distracting environment. Major deadlines are associated with abnormally
high work volumes and temporarily increased working demands. Working hours are regular, but
evening and weekend work is required.



