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Job Title:  Graduate Recruitment & Engagement Officer 

Department:  Mathematics Graduate Office 

Reports To:  Associate Dean, Graduate Studies  

Jobs Reporting: None 

Salary Grade: USG 9 

Effective Date: June 2023 

 

Primary Purpose 

The Graduate Recruitment & Engagement Officer is responsible for contributing to the development of 
strategic initiatives and the engagement of graduate students at all steps of the admission cycle and 
beyond.  This role is responsible for the communications to attract and retain the best students who will 
succeed in our distinctive programs, and to help ensure the Faculty meets annual graduate enrolment 
targets. The incumbent conducts research and data analysis to inform Faculty strategy and program-
specific tactics that will distinguish and clearly position Waterloo Mathematics to graduate studies, while 
staying current on the best and emerging practices in graduate recruitment and strategic enrolment 
management. In addition, the incumbent is responsible for the execution of initiatives and events to 
engage both current students and postdoctoral fellows. 
 

Key Accountabilities 
 

Strategic initiatives, planning, and implementation of events targeted towards outreach and 
recruitment of graduate students in the Faculty, including, but not limited to the following: 

• Take the lead role in the organization and strategic planning of all Faculty of Mathematics 
graduate events, including: organize volunteers and technology; determine venue requirements 
and budget; disseminate information to participants; day of event logistics; volunteer 
management. 

• Seek out new outreach opportunities for the Faculty; perform cost/benefit analysis of 
participation in external events; solicit input from relevant stakeholders.  

• Provide training and functional direction to faculty members participating in recruitment events. 

• Coordinate the Faculty’s participation in university-wide graduate recruitment events.  

• Stay current on best and emerging practices in graduate recruitment and strategic enrolment 
management. Provide advice/counsel to the Associate Dean, Graduate Studies (ADG), the Math 
Graduate Office, and the graduate officers of the various academic programs. 

• Participate in recruitment for specific student programs as assigned. 

• Create assessment reports after each initiative to evaluate its effectiveness and return on 
investment. Prepare a yearly report to be shared across the Faculty. 

Lead the execution of initiatives to engage current students and postdoctoral fellows in extra-
curricular activities that promote intellectual, personal, and professional development. Such 
support may include, but is not limited to:  

• Design and execute events targeted to recognize and promote the success of grad students and 
postdoctoral fellows, working closely with the academic units and the Math Communications 
team.  

• Collaborate with both internal and external contacts to promote programs to allow for greater 
involvement with programs and initiatives that target graduate students and postdoctoral 
fellows.  
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• Liaise with the Centre for Career Action in promoting high quality career advising, as well as 
providing information on careers, professional and graduate schools.  

• Build relationships with current students to get their insight, to engage them in activities and 
initiatives, and to aid with volunteer events to help promote the graduate studies portfolio.  

• Coordinate TA training sessions and Orientation in collaboration with MUO, academic units, 
Faculty Teaching Fellow, and CTE.  

Develop Faculty graduate marketing and communications strategy: 

• Determine key messages, brand elements and required deliverables for all graduate marketing 
and communications strategy. 

• Create marketing collateral including brochures, photo shoots, and videos. 

• Run targeted advertisement campaigns through appropriate media channels. 

• Distribute up-to-date communications to appropriate audiences which may include print, mass 
emails, web pages, and social media. 

• Maintain and modernize graduate webpages across the Faculty, ensuring consistency of 
experience, and implementing best university practices, in collaboration with the Faculty of 
Mathematics Communication Team. 

• Conduct quantitative and qualitative surveys, such as but not limited to questionnaires, 
interviews, focus groups, and secondary data analysis.  

• Keep fully informed and knowledgeable about all aspects of programs, admissions, student life, 
success after graduation, and other issues related to prospective graduate students, applicants, 
and admitted students, including all relevant research, communications, recruitment initiatives, 
and how any changes impact the strategies for which they are responsible. 

• Maintain a clear understanding of generational characteristics, the needs of diverse 
backgrounds, and the motivations of prospective students. 

• Coordinate with various stakeholders, including: GSPA, the Faculty of Math Communications 
Team, and the graduate officers of the various academic programs. 

• Prepare a yearly report to be shared across the Faculty. 
Collect and analyze data to inform recruitment strategies: 

• Yearly assessment of the needs of the various academic programs for graduate data support. 

• Provide support to program heads and ADG in developing graduate recruitment targets. 

• Support development of data analytical tools as needed by the ADG and academic units. 

• In consultation with the Faculty’s Director of Strategic Initiatives, define, acquire, clean and 
present graduate studies data for use by the MGO and unit grad officers and coordinators, 
informed by the needs of the academic units and the strategic plan. 

• Collaborate and support various Math strategic initiatives, either directly or indirectly related to 
graduate recruitment and engagement. 

• Prepare a yearly report to be shared across the Faculty. 

Math Graduate Office support: 

• Collaborates, supports, and provides backup to the Math Graduate Office on various tasks 
during times of unusually heavy load or in the case of unexpected temporary vacancies. This 
may include, but is not limited to: reviewing forms, answering queries by graduate officers and 
coordinators, coordinating thesis defenses.  

• A thorough understanding of the Math Graduate administrative processes will be required. 
 

Required Qualifications  

 

Education 

• University degree required; Graduate degree strongly preferred. 
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Experience 

• 3 to 5 years of progressive experience performing duties related to the above-mentioned key 
accountabilities. 

• Experience developing digital and social media marketing initiatives and engagement plans with 
demonstrated working knowledge of digital communications tools. 

• Experience using research and data analysis to develop, champion, implement, and report on 
initiatives involving multiple stakeholders outside of one’s reporting hierarchy. 

• Experience with virtual engagement and webinar tools, or demonstrated ability to learn and 
implement new software tools more generally, is required. 

• Experience with ambassador or mentorship programs, or peer-to-peer networking programs 
would be considered an asset. 

• Demonstrated experience developing, documenting, and delivering presentations. 

Knowledge/Skills/Abilities 

• Demonstrated ability to independently research, analyze and report on numerically-based data. 

• Demonstrated ability to produce alternative proposals, and summarize recommendations which 
are supported by data. 

• Working knowledge of student needs and concerns, and best practices and techniques related 
to student engagement and success.  

• Demonstrated ability to manage and host virtual events and programming, with a preferred focus 
on engagement of prospective, incoming, and current graduate students. Events will be hosted 
at various fixed times that best meet the needs of each audience. 

• Ability to meet and communicate service standards, and track client satisfaction. 

• Excellent human relation skills including the ability to develop and maintain constructive 
relationships with individuals in academic posts. 

• Ability to articulate concepts and content effectively in written multi-page reports.   

• Proven excellent writing, editing, and proofreading skills. 

• Demonstrated ability to use technological solutions to improve processes and communication. 

• Demonstrated ability to undergo continual training in matters of changing policy, as well as 
changing cultural trends. 

• Able to approach a complex task by breaking it down into component parts, and to use 
technology to assist breakdown and tracking. 

• Consults multiple sources for accurate information; notices inconsistencies in available 
information. 

• Ability to take ownership for projects of duration of several months; use good independent 
judgement when priorities are challenged. 

• Ability to speak a language common to our international graduate students is an asset. 

 
Nature and Scope  
• Contacts: Communications team, Graduate Officers, Associate Dean of Graduate Studies, Math 

Graduate Studies Office staff, faculty members and students, Graduate Coordinators and Officers, 
Director, Strategic Initiatives, recruitment and communications partners campus-wide, Contracted 
service providers, potential and current graduate students.    

• Level of Responsibility: Initiates, leads and project manages marketing and recruitment strategies 
that directly contribute to meeting Math graduate program enrolment goals and the achievement of 
institutional enrolment management, retention, and revenue goals. 

• Decision-Making Authority: Works with the ADG to regularly make decisions regarding the most 
effective strategies for graduate recruitment and communications plans, including providing research 
and data analysis to support those decisions. 
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• Physical and Sensory Demands: Demands are typical of an administrative position that functions 
within office and meeting environments. 

• Working Environment: Primarily office-based, long hours at a computer; various cross-campus 
meetings; participation in both on and off campus events. Some evening and weekend work may be 
required. 
 


