
 

Job Description 

 
 

Job Title:  Graduate Funding Coordinator 

Department:  Mechanical & Mechatronics Engineering 

Reports To:  Administrative Officer 

Jobs Reporting: None 

Salary Grade: USG 6 

Effective Date: May 2021 

 

Primary Purpose 

The Graduate Funding Coordinator (Coordinator) is a specialized position responsible for a wide 
range of activities supporting many aspects of graduate program funding to meet the heavy 
demands related to the department’s academic, teaching and research programs. The 
Coordinator is responsible for the administration of all Mechanical and Mechatronics 
Engineering (MME) graduate student funding including Graduate Research Studentships 
(GRS), and Graduate Teaching Assistantships (GTA) and Graduate Scholarships. The 
Coordinator works closely with the Financial Coordinators who verify eligibility of student 
payments. 

The Coordinator is a key component of the quality of student experience in MME.  The 
Coordinator must have an appreciation for the diverse backgrounds and experiences of the 
department’s student body.   

Key Accountabilities 

Graduate Research Studentship (GRS) Administration  

• Process GRS payments of $5.5M+ annually;  

• Produce GRS letters to confirm funding sources and authorization; 

• Submit payment information to Graduate Studies and Post-Doctoral Affairs (GSPA); 

• Advises the supervisor and Financial Coordinator of funding issues;  

• Manage all GRS adjustments, corrections and account changes as requested by 
Financial Coordinators; 

• Ensure all GRS payments are in line with minimum graduate student funding 
requirements. 

Graduate Teaching Assistantship (GTA) Administration  

• Liaise with the Associate Chair, Graduate Studies to recruit teaching assistants and 
direct them to the dept TA application system; 

• Update the dept TA application system to support the automatic assignment of 
students; 

• Generate TA assignments (approx. 100 per term) and produce contract letters 
ensuring each person’s eligibility to work on campus as per immigration regulations; 

• Manage all TA assignment changes and adjustments;  

• Prepares a spreadsheet, with assistance from the TA application system, to track TA 
assignments and coordinate with the Administrative Officer the GTA payments of 
$1.8M annually; 

• Coordinate the TA evaluation process. 
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Scholarship Coordinator     

• Prepares Students Activity Reports at the end of each term and distributes to 
supervisor with comments and recommendations for awards and scholarships;  

• Acts as the scholarship coordinator for OGS and NSERCC competitions and other 
awards. Specific duties include advertising scholarship competitions, providing 
information to applicants, and processing applications; 

• Manages the allocation of awards from the Faculty of Engineering (FOE)/UW 
Scholarship/OGSST Scholarship, International Graduate Student Award. Incumbent 
assists the Associate Chair, Graduate Studies in allocating awards, maintains budget 
information, prepares paperwork, and forwards to the Engineering Graduate Studies 
Office for processing. 

Financial Management 

• Maintain all GTA contracts to facilitate reconciliations; 

• Manage the financial records of each student in the student information system 
(Quest) and track all student funding arrangements; 

• Communicate procedures and administrative instructions to students in order to 
achieve a high level of accuracy and understanding. 

Other 

• Provides research support to the Associate Chair, Graduate Studies including data 
collection and analysis in support of MME strategic priorities; 

• Provides support for students in addressing questions regarding fees and resolving 
funding issues with Student Financial Services; 

• Review data extracts each term to determine students that are not yet fees arranged 
and contact them with guidance; 

• Recommends and facilitates the introduction of new technologies and methods to 
enhance efficiency and streamline procedures;  

• Maintain procedures and documentation pertaining to the responsibilities of the 
position; 

• Updates departmental web pages and Graduate Calendar as necessary, create and 
update a “Useful Financial Tips” list for students; 

• Acts as the liaison between the Department, Faculty of Engineering Graduate Studies 
Office and Graduate Studies and Postdoctoral Affairs and advises the Associate 
Chair, Graduate Studies, and MME Graduate Studies Office staff on revisions to 
policies and procedures related to graduate activities. Incumbent monitors and 
reviews all reports generated by the GSPA for problems, omissions, and accuracy and 
report discrepancies for action; 

• Provides support in all administrative areas in the absence of other MME staff and 
during peak times;  

• Serves as liaison with MME Graduate Association to build student engagement; 

• Performs other duties and assists with special projects as assigned. 
 
*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 
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• Bachelor’s degree in related field or equivalent combination of experience and/or 
education. 

Experience 

• Minimum two years’ experience in the advisement and administration of a graduate or 
undergraduate studies program in an academic environment. Interpersonal skills to 
effectively liaise with the campus community, faculty, staff and students. Proven ability 
to manage multiple priorities with a high level of initiative, flexibility, accuracy and 
detail, with minimum supervision.   

Knowledge/Skills/Abilities 

• Comprehensive understanding of university policies and procedures as they relate to 
graduate studies and/or graduate finance strongly preferred; 

• Ability to set priorities and remain organized in a deadline driven environment 
required;  

• An intermediate knowledge is required of MSWord, MS Outlook, Excel and a basic 
knowledge of PowerPoint; 

• Communication (both written and verbal) skills with proven ability to articulate and 
interpret issues, guidelines or policies to others clearly and without error; 

• Demonstrated ability to work independently and remain focused in a high-volume 
environment; 

• Thoroughness, accuracy, and attention to detail are essential; 

• Demonstrated ability to handle confidential and sensitive information with discretion; 

• Demonstrated problem solving skills and good judgement required to interpret 
inquiries; 

• Ability to interact with people from a wide variety of backgrounds and cultures in a 
professional and diplomatic manner; 

• Analytical skills to coordinate data collection and report preparation; 

• Working knowledge of university systems such as OnBase, Quest, Slack and 
SharePoint is an asset; 

• Unwavering commitment to client-centered service and a positive, dynamic, outgoing 
approach in interactions with students, clients, and colleagues. 

Nature and Scope  

• Contacts: Internally, Associate Chair, Graduate Studies, Faculty members, staff, Graduate 
Studies and Post-Doctoral Affairs, Engineering Graduate Office, Financial Coordinators, 
Student Financial Services, and graduate students. The Coordinator must possess 
sensitivity to cultural differences and an appreciation for the diverse backgrounds and 
experiences of the department’s student body. 

• Level of Responsibility: The Coordinator is expected to manage, monitor, and process all 
funding support for graduate students, communicating with all stakeholders to ensure all 
funding is accurately dispersed and awarded according to University policy. Incorrect 
actions may also lead to audits and reviews, which would adversely affect the reputation of 
the department, Faculty or University.  

• Decision-Making Authority: The Coordinator is expected to use judgment to make 
decisions based on existing policies and procedures. Funding shortfalls are referred to the 
supervisor and the Financial Coordinator. Errors in information could impede the financial 
security of a student and cause adverse relations with students, faculty and staff.  The 
incumbent must be knowledgeable in graduate policies and procedures to assist graduate 
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students and supervisors with their funding throughout their graduate program and ensure 
compliance with all funding regulations. 

• Physical and Sensory Demands: Minimal physical demands typical of an administrative 
position operating within an office environment. Concentrated attention to detail is required 
and the adherence to timelines and deadlines is imperative. The incumbent must be able to 
manage concurrent assignments and prioritize workloads in order to meet deadlines with 
frequent interruptions. Must possess mental fortitude and patience in cross-cultural and 
inter-personal relations with a large international clientele. 

• Working Environment: Occasional overtime during peak periods may be required. This 
role involves minimal psychological risk resulting from exposure to some disagreeable 
situations or conversations, or the requirement to enforce policy. There are deadline 
pressures and work priorities may change regularly as the volume of work varies with 
frequent interruptions and multiple demands from multiple clients. 


