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Job Description

Job Title: Scrum Master and Senior Project Manager
Department: Campus Housing

Reports To: Director of Housing

Jobs Reporting: None

Salary Grade: USG 10

Effective Date: November 2024

Primary Purpose

The Scrum Master and Senior Project Manager will oversee multiple high-impact projects, ensuring timely
delivery, budget compliance, and alignment with university goals under the Director of Housing. The
incumbent will coordinate cross-functional teams and guide staff from front-line to director-level while
maintaining clear communication with stakeholders to align objectives and resolve challenges. Primarily
using Agile/Scrum methodologies, this role facilitates ceremonies, streamlines processes, and optimizes
tools like Jira for collaboration and reporting. This role also handles hybrid projects requiring strategic use
of traditional project management. The Scrum Master and Senior Project Manager drives continuous
improvement by fostering innovation, evaluating team performance, and implementing process
enhancements. Additionally, it manages risk, quality control, and compliance with university policies,
maintaining detailed project documentation for audits and reference.

Key Accountabilities

Project Management & Leadership

e Simultaneously oversee multiple high-impact agile and hybrid projects from start to finish, ensuring
efficient systems are in place to deliver work on time, within scope, on budget, and in alignment with
the University's strategic goals, providing measurable benefits to students.

¢ Build and maintain a departmental project management and organizational system to document
project progress, impediments, resolutions, lessons learned, and status reports for employees,
management, and campus partners.

e When empowered by the Director or Project Sponsor, act as a traditional Project Manager or
Product Owner by directing teams to follow project plans, adapt to changing environments,
coordinate cross-functional work, and satisfy project objectives within project constraints.

e Facilitate meetings to clarify actions, review progress, address concerns, assign tasks to team
members, and resolve problems.

¢ Ensure each project team's goals and objectives are understood and monitored regularly to ensure
timely and successful project delivery.

Team Coordination & Stakeholder Management

e Cultivate a collaborative, high-performance environment while providing functional guidance and
coaching to up to ten project managers/scrum masters across the department.

e Partner with key stakeholders, including university leadership, management, faculty, staff, students,
and external partners, to gather requirements, manage expectations, and align goals.

e Deliver clear project updates, address challenges, and celebrate successes with stakeholders and
senior management.

e Act as a bridge between project team members, subject matter experts, business end users, and
decision-makers, ensuring the project vision aligns with the goals of stakeholders, the University,
and its students.
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Scrum Leadership

Facilitate Scrum ceremonies—including sprint planning, daily stand-ups, sprint reviews, and
retrospectives—across multiple teams, including senior department leadership team.

Ensure 12-15 departmental teams leverage Agile/Scrum methodologies to streamline processes
and deliver valuable outcomes.

Manage the departmental system to identify issues and remove impediments every day, using tools
like scaled huddles to foster productivity, transparency, and trust.

Collaborate with Managers, Product Owners, stakeholders, and cross-functional teams to set
operational and project goals, develop roadmaps, and manage product backlogs.

Establish and maintain department-wide Scrum and Jira standards, documenting best practices on
Confluence.

Oversee the configuration and optimization of Jira workflows, projects, boards, and dashboards and
Confluence pages to align with project management practices and organizational objectives.
Provide practical training and ongoing support to teams on Jira usage, continuously refining
processes to improve collaboration, reporting, and issue tracking.

Continuous Improvement

Champion Agile principles and practices across the organization, fostering a culture of innovation,
experimentation, and feedback.

Leverage data-driven insights to evaluate and improve operational performance and enhance
employee engagement and student satisfaction.

Continuously assess and refine Agile practices to ensure they remain effective, scalable, and
tailored to the department's evolving needs.

Regularly assess the health and performance of departmental teams, implementing strategies to
drive process improvement.

Lead workshops and training sessions to cultivate a culture of continuous improvement while
demonstrating and encouraging an open and respectful exchange of ideas to build trust with
participants.

Coach and mentor team members, emphasizing the value of a continuous improvement mindset to
enhance organizational outcomes and the student experience.

Encourage professional growth and continuous learning to support team members in their
development.

Risk Management & Quality Assurance

Ensure all project deliverables align with the department’s mission, vision, values, objectives, and
the University's quality and compliance standards.

Guide teams in identifying, managing, and mitigating risks and dependencies throughout the project
lifecycle.

Conduct post-project evaluations, and solicit feedback from all key stakeholders, to capture lessons
learned and apply improvements to future initiatives.

Ensure all projects adhere to university policies, local regulations, and industry standards.

Oversee quality control processes to uphold the highest standards of work.

Manage project documentation and maintain comprehensive records for audits and future reference.

*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
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Education

¢ An undergraduate degree is required. A graduate degree is an asset.

e Project Management Professional (PMP) certification is required.

e Agile certification (e.g., Certified Scrum Master or similar) is required.

e Certification with at least one Atlassian product (e.g., Jira, Confluence, Trello, etc.)

Experience

e Atleast 7 years of project management experience in a continuous improvement environment,
including at least three years in higher education or the public sector.

e Proven ability to successfully manage large, complex projects involving diverse stakeholders from
various backgrounds.

Knowledge/Skills/Abilities

e Advanced knowledge of project management methodologies, tools, and techniques.

e Strong leadership and team management abilities.

e Excellent communication skills, both written and verbal, as well as negotiation and interpersonal
skills. Ability to enable appropriate facilitation and stakeholder engagement.

Proficiency in Agile project management tools (e.g., JIRA, Confluence, MS Project, Asana, Trello).
Ability to analyze data and make data-driven decisions.

Strong organizational and multitasking skills.

Strategic thinker with a proactive approach to problem-solving.

Demonstrated ability to work effectively under pressure and adapt to changing priorities.

Passion for improving the student experience and enhancing service delivery through coaching staff
and business process improvement.

Nature and Scope

e Contacts: This position comes in contact with various internal and external people at all levels of
responsibility, including executive council members, department heads, assistant directors, managers,
supervisors, coordinators, student staff/leaders within the university, vendors, contractors, subject-
matter-experts, community members, and others external to the university. Must build and maintain
strong working relationships with all these people.

¢ Level of Responsibility: Leads all projects assigned from inception to delivery and reports on the
progress of projects to the Director. The incumbent is responsible for successfully implementing and
completing projects. Responsible for managing projects and the functional direction of staff working on
projects and project managers/scrum masters facilitating teams across the department.

e Decision-Making Authority: Decides what is viable regarding resources, funding, time and
determines project health. The Scrum Master and Senior Project Manager's expertise and domain are
project management and agile practices. The incumbent would provide viable options to the team after
assessing the time and resources available. They are expected to employ strong problem-solving skills
to address project impediments with team members and stakeholders and good judgment regarding
when to engage the project sponsor/senior management.

e Physical and Sensory Demands: Minimal physical demands primarily operating within an office
environment. May be required to work under tight deadlines and potentially stressful situations. Ability
to juggle competing priorities and to keep complex information and details from multiple projects
straight.

¢ Working Environment: Team environment in an office-based setting, involving collaboration with all
business and operating units within the department and across the University. Regular working hours,
with occasional evening/weekend work required.




