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Job Title: Manager, Academic Advising 

Department: Math Undergraduate Office 

Reports To: Director, Mathematics Undergraduate Office 

Jobs Reporting: Academic Advisors 

Salary Grade: USG 10 

Effective Date: November 2024 
 

Primary Purpose 
The Manager, Academic Advising primary accountabilities are to direct, implement, and monitor academic 
support services for students in the Faculty of Mathematics (including all First-year, Undeclared, 
Mathematical Studies students, temporarily supporting other units when required, UWaterloo students 
taking Math courses in aid of transfer and UWaterloo students qualifying for the Honours Fallback 
provision or enrolled in non-degree terms); to initiate and implement curricular and regulatory change in 
the Faculty in collaboration with Faculty leadership. In addition, for all programs, to contribute as leader to 
decisions about academic progression, exceptions to academic regulations, convocation, international 
initiatives, and the Tutoring Centre. While also providing guidance and acting as a liaison with 
undergraduate student advisors and other university staff in support of Math’s academic requirements and 
resource specifications. 

Key Accountabilities 

Manager – Academic Advising Function: The incumbent manages/leads all undergraduate academic 
advising processes within the Math Undergraduate Office and is responsible for developing training 
processes in collaboration with Math’s Lead Advisor for all academic advisors (staff and faculty). The 
Manager is responsible for providing high risk students with a standard of care that requires a holistic 
approach and integrative thinking. Individualized student plans are created with the collaboration and 
consultation of key campus support services like AccessAbility, Counselling and the Student Success 
Office. The manager is the faculty’s resource for these high-risk scenarios. 

• Maintains in-depth and current knowledge of Math’s undergraduate curriculum and academic 
requirements for all programs; of the University policies and Faculty regulations of particular 
relevance to student issues; and the sources of support and help that are available to students, both 
within and outside the University. 

• Maintains appropriate contact and communication with those offices and entities elsewhere in the 
Faculty, in the University, and in the outer community that are particularly relevant to the areas of 
the Manager’s own responsibilities. Liaises regularly with advising leadership across campus to 
share best practices and common issues, collaborate on university-wide and inter-faculty advising 
initiatives. 

• Develops guidelines and proposes new advising initiatives for increased advising efficiency in the 
MUO, including cross-training of MUO advisors. Creates and maintains training protocols and 
practices for new and existing academic advisors on advising topics such as Plan Modification 
Forms, Student Petitions, etc. 

• Oversees the creation and development of Academic Integrity training opportunities 

• Works closely with the Associate Director MUO on academic progression and the determination of 
academic standing decisions for Math students. 

• Contributes to management-level decisions to create operational efficiencies within the entire Math 
Undergraduate Office. 
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• Assists Director of Mathematical Studies with faculty policies and student issues. Collaborates on 
various initiatives including potential curricular development and alumni panel discussions. 

• Explores opportunities for innovation, such as implementing digital tools and technologies that 
can support and mediate advising. 

• Provides overall strategic direction for all aspects of in-person, online and web advising, such 
as FAQs, triage, and forums. 

• Applies a data-driven approach in decision-making and in providing recommendations regarding 
strategic directions of undergraduate student affairs. 

• Provides leadership and direction in the planning and execution of the faculty Termly Advisor 
Meetings for Math advisors throughout the year. Identifies learning needs and gaps and collaborates 
with the MUO Director, Lead Advisor and campus resources to create training content. 

• Works closely with MUO Director, Instructional Support Coordinators and Faculty Undergraduate 
Engagement Officer to foster a culture of community for students. 

• Acts as the senior advisor to the ADUG, Assistant Dean Students and Associate Dean Co-op on 
matters related to advising. In certain instances, the manager acts as the ADUG delegate. 

Human Resources Management 

• Hires, trains, and supervises the MUO’s advising team staff members. 

• Maintains and revises, as necessary, the distribution of responsibilities between Academic Advisors, 
including but not limited to service to distinct student groups, cross-campus and cross-faculty liaison 
and training, the administration of international exchanges, internal transfers into BMath plans, 
planning of mass advising initiatives/presentations, and special projects. 

• Each term hires and oversees supervision of co-op students within the Tutoring Centre for all MATH  
first and second year core courses. 

Student Advising: 

• Addresses complex, out-of-the-ordinary student cases. Works with Counselling, AccessAbility, and 
other resources to ensure all needs of student support are met. 

• Leads midterm and Academic Progression outreach initiatives. Works with leadership and other 
campus resources to identify and implement early outreach opportunities. 

• Oversees and monitors faculty repeat rule policy. Utilizes data to recommend changes and 
automates processes to find efficiencies. 

• Responsible for readmission decisions. 

• Oversees Letter of Permission approvals and all exchange activity (incoming and outgoing students) 
for the Faculty. 

• Provides assistance to students in the preparation of petitions, and all matters related to academics. 

Committees/Meetings/Representation at Events: 

• Contributes and is a member of faculty and cross-campus Advising committees (for example: Math 
Enhancement Advising Committee) 

• Chairs regular meetings of the MUO’s academic advising team and Lead Advisor. Includes other 
Faculty Advisors, Math Counsellors or Instructional Support Coordinators when relevant. 

• Meets regularly with Director to provide updates, review issues and brainstorm future opportunities. 
• Represents the Faculty of Mathematics at events: Convocation, De-stress Events, Ontario 

Universities’ Fair, Fall Open House, March Break Open House, You@Waterloo Day 

Special Projects: 
• In conjunction with the Lead Advisor maintains the advising portion of Math’s undergraduate training 

materials (e.g., Advisors’ Handbook). 
• Co-ordinates and participates in the post-offer course selection and transition initiatives scheduled 

for new Math entrants in June and July. 
 

*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. 
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Required Qualifications 
 

Education 
• Bachelor’s Degree 

Experience 
• 5+ years of undergraduate academic advising and familiarity with university rules and regulations. 
• Strong managerial experience and leadership skills dealing with diverse teams and situations. 

Knowledge/Skills/Abilities 

• Ability to lead team-based efforts to enhance service delivery. 

• Ability to develop and communicate service standards and track client satisfaction. 

• Ability to exercise training and judgment in situations of customer distress. 

• Ability to maintain confidentiality and demonstrates a sensitivity to diversity. 

• Demonstrated ability to provide crisis support to students. 

• Demonstrated ability to resolve individual conflict actively and constructively, to engage in difficult 
conversations, and to find collaborative solutions. 

• Proven ability to respond quickly and decisively to a crisis in a calm and reasonable manner. 

• Strong communication skills (written and oral) are required, including clarity, diplomacy, and tact. 

• Effective organizational, research, strategic thinking, analytical and problem-solving skills. 
• Knowledge of UW academic programs and curriculum processes. 

• Ability to work independently, with minimal direction, and as part of a team. 

• Proven ability to identify problems and to deal with difficult situations by probing for information, 
analyzing complex situations, and providing solutions. 

• Advanced use of MS Office products, especially Teams, Word and Excel. 

• Advanced understanding of data sources available to support Academic Advising, including ASIS, 
OAT, Quest. 

• Demonstrated ability to use technological solutions to improve processes and communication. 
• Vulnerable sector check required. 
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Nature and Scope 
• Contacts: Internally, this position interacts with Faculty of Mathematics faculty and staff regarding 

student advising related matters: Math Undergraduate Office personnel; Registrar’s Office; Office of 
the Dean of Math; Office of the Associate Dean of Math Undergrad, Associate Dean, Co-op, Associate 
Dean, Admissions and Outreach, Assistant Dean, Students, Math department staff; Waterloo 
International; Other uWaterloo Faculty Undergraduate Offices and advisors, Student Success Office, 
Waterloo International, Counselling Services, and AccessAbility Services. Externally, this position 
interacts regularly with students. The nature of interactions includes providing academic advising 
services and responding to questions, inquiries and complaints. 

• Level of Responsibility: The position is responsible for managing staff, advising students, and 
managing curriculum and policy change. Self-initiated, detail-oriented, strategic thinking is required. 
Excellent time-management skills. The position has defined duties and responsibilities and is expected 
to work with minimal supervision and provide guidance to others, including direct reports and 
academic advisors.   

• Decision-Making Authority: Makes independent decisions regarding student advice and enrolment. 
Responsible for hiring, training, and supervising staff. Responsible for monitoring university and faculty 
policy and implementing changes as they arise. Refers matters to Director when necessary. 

• Physical and Sensory Demands: Demands are typical of an administrative position that functions 
within office and meeting environments. Exposure to a fast-paced service-oriented environment with 
deadlines, changing priorities and large volumes at various times throughout the year. 

• Working Environment: Office based, regular working hours (some evening/weekend work required). 
Minimal exposure to disagreeable conditions typical of a leadership position exposed to stress and 
pressure associated with senior level responsibilities. 
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