
Job Description 

 

Job Title: Associate Director, Project Development 

Department: Plant Operations 

Reports To: Sr. Director, Planning Design & Construction (PDC) 

Jobs Reporting: Design Technologist, Architectural (4) 
Senior Architectural/Furnishings Coordinator/Designer (1) 
Project Manager (3) 

Salary Grade: USG  

Effective Date: August 2023 
 

Primary Purpose 
Reporting to the Senior Director, PDC, the Associate Director, Project Development is responsible for the 
management of project development including planning consultations, research project development, cost 
estimate coordination, research grant submission guidance and architectural design. The incumbent is also 
responsible for the oversight of work of faculty embedded project planners, coordinators and liaison 
officers. 
 
University of Waterloo infrastructure comprises over eight million square feet, eighty major academic 
buildings, and three satellite campuses supporting state of the art teaching and ground-breaking research.  
 
Responsibilities will align with the Plant Operations goal of contributing towards providing a safe and 
accessible, invitingly clean and comfortable, functionally-enriched and well-maintained campus 
environment through service excellence. 

Key Accountabilities 
 

Strategic Planning 

• Assists with UW wide strategic planning efforts to ensure that the University is maximizing 
opportunities for efficient delivery of campus services and optimal investments in University-wide 
infrastructure that is consistent with the University’s Campus Master Plan and long-term sustainability 
goals. 

• Works closely to ensure each of the six academic faculties and the various ancillary and academic 
support units are supported in the development of projects and their alignment with existing space, 
infrastructure capabilities, and sustainability commitments. 

• Supports the ED, Facilities in coordinated effort of projects, utilities, infrastructure in the development 
of strategic long-term planning for the department. 

• Participates and/or presents to the PVP, PACOD, Building & Properties, Board of Governors and 
similar senior leadership forums when project requirements necessitate. 

• Develops strong and effective working relationships with the campus community and local community 
partners 

Project Delivery and Management 

• Serves as a key advisor to a wide range of stakeholders, providing expertise on strategic planning, 
project feasibility, cost, and project considerations  

• Manages campus renovation projects and Work Requests This includes delegating work and 
providing consistency, technical oversight and supervision of project timelines and results. 

• Leads a technical team of architectural and interior designers in the planning, design, and 
procurement of all interior alterations and renovation projects, including facility renewal projects 
initiated by the Plant Operations Maintenance department. 

• Employs project management best practices and methods to ensure work is planned and executed 
to meet applicable University standards, quality, building code, regulatory and stakeholder 
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requirements. 

• Authorizes change orders, requests for payments and certificates for payment for contract values up 

to$50,000. 

• Coordinates with the Manager, Mechanical Engineering and the Manager, Electrical Engineering to 
assign the work and coordinate the delivery of projects. 

• Prepares comprehensive schedules and identifies/manages critical path milestones. 

• Communicates with the client and assigned stakeholders the project status including financial 
tracking, scheduling, and performance. 

• Performs risk assessment relative to project scope and complexity. Works with internal team to 
determine when projects require the engagement of external consultants. 

• Conducts research on industry trends and equipment. 

• Manages and maintains official project records to include budgets, schedules, submittals, 
specifications, operations/ maintenance manuals, drawings, and photos. 

• Supports the continuous improvement of, and adherence to campus standards for 
design, equipment, furnishings, space usage, etc. Coordinates within Plant Operations to 
update and/or define guidelines for planning, design and construction as required. 

• Works with the Senior Director – Planning, Design and Construction Services to develop 
project management best practices within the department. 

Human Resource Management and Development 

• Responsible for providing leadership, support, high level of HR/LR guidance, and professional 
development to professional, technical, and administrative staff. 

• Conducts Annual Performance Plans with direct reports and ensures adherence to Annual 
Performance Planning and Review processes within the department.  

• Fosters responsiveness, collegiality, continuous improvement, and high level of customer service 
throughout the entire Facilities/Plant Operations group.  

• Develops and monitors metrics to ensure the organization is operating efficiently and effectively, 
servicing client needs within budget. 

• Ensures that departmental organization and staffing levels can efficiently support University goals, 
and vision. 

• Develops and continually strives to enhance safety culture within the department. 

Process Improvement 

• Oversees continuous process improvement of all aspects of project delivery: project development, 
planning, design, documentation, code compliance, development and enforcement of standards, 
procurement best practices, specification writing, estimating, scheduling and project management. 

Health & Safety 

• Supports the University’s commitment to the safety and well-being of all faculty, staff, students, and 
visitors, and promotes compliance with all applicable legislation, regulations, codes and standards 
related to facilities operations as well as occupational health and environmental safety. 

• Actively involved in developing a culture of safety among staff. 

• Establishes, adheres to and ensures direct reports are following departmental policies, procedures 
and safe work practices required by the University Health, Safety, and Environmental Management 

System (HSEMS), and in accordance with relevant health and safety legislation. 

 

*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 

• Bachelor’s Degree in Architecture (B.Arch) or an Architectural Technologist Diploma 

• Possession of the relevant professional license or designation corresponding to the education 
obtained [Ontario Association of Architects (OAA), Association of Architectural Technologists 
Ontario AATO)] 

• Project Management Professional (PMP) designation is an asset 

Experience 

• Minimum ten (10) years of building construction industry experience within a major institutional 
sector(s), such as post-secondary education, medical/hospital, commercial, multi-unit residential or 
consulting service industry required 

• Candidates must have a minimum of seven (7) years’ experience managing multiple complex 
projects within the building construction industry, and the ability to work fluently with spreadsheet, 
database, and CADD software 

Knowledge/Skills/Abilities 

• Knowledge of the theory, principles and practices related to public procurement, building 
design, construction, architectural and engineering principles 

• Up to date knowledge of applicable Building Codes, AODA, Sustainability best practices, 
Construction Act, Municipal by-laws and other relevant Standards, Acts and Regulations 

• Excellent leadership, organizational and time management skills 

• Knowledge of and demonstrated core competencies including customer service, communication, 
team work, initiative/self-management, accountability, and adaptability 

• Management competencies including results/achievement focus, human resources management, 
leadership, financial management, business planning, decision making, and professionalism 

• Proven project and contract management skills and ability to effectively monitor contractors, 
consultants, evaluate work in progress and identify/resolve deficiencies 

• Communication and negotiation skills to effectively interact with University staff, consultants, 
contractors, external agencies and stakeholders 

• Ability to manage and coordinate multiple projects with varying resources and conflicting/competing 
timelines 

• Ability to produce status reports, prepare presentations, and communicate clearly both verbally and 
in writing 

• Ability to work outside regular business hours, as required 

• Computer literacy utilizing MS Office software applications and knowledge of construction control 

software such as AutoCAD, and enterprise-grade project management software 
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Nature and Scope 
• Contacts: This position works with University Procurement and Contract Services, Plant 

Operations Maintenance, Campus Services, and other campus stakeholders including the Office 
of Research and Space Planning Office. This role comes in contact with a wide variety of internal 
and external people at all levels of responsibility. Must maintain excellent relationships with all of 
these people. This requires excellent personal and communication skills. 

• Level of Responsibility: The position is responsible and accountable for the results of the Project 
Development team and is accountable and responsible for meeting the relevant objectives. The 
position is expected to be forward-looking, aware of trends and bring innovative and creative 
concepts, opportunities, and recommendations to the Sr. Director, PDC. The incumbent is also 
responsible for the oversight of work of faculty embedded project planners, coordinators and liaison 
officers. This position has signing authority of up to $50,000.  

• Decision-Making Authority: Responsible and accountable for the planning, design, and procurement 
of all interior alterations and renovation projects, including facility renewal projects initiated by the Plant 
Operations Maintenance. Manages multimillion dollar projects ensuring adherence and addressing 
issues directly with those involved bringing unresolved issues to the Sr. Director, PDC, as needed. The 
incumbent has authority to manage relationships including resolving conflict and setting expectations.  

• Physical and Sensory Demands: Minimal physical demands typical of a leadership position 
primarily operating within an office environment; project site visits as required. 

• Working Environment: Team environment in an office-based setting, involving collaboration with all 
business and operating units within the department and across the University. Minimal physical 
demands primarily operating within an office environment. Project site visits as required wearing 
personal protective equipment. Regular working hours, with some evening/weekend work required. 


