Job Description

WATERLOO

Job Title: Senior Manager, Work-Integrated Learning (WIL) Programs

Department: Centre for Work-Integrated Learning (WIL)

Reports To: Associate Director, Centre for Work-Integrated Learning (WIL)

Jobs Reporting: Lead WIL Program Manager, EDGE Instructional Support Coordinator(s),
EDGE Program Assistant, WEA Instructional Support Coordinator(s)

Salary Grade: USG 12

Effective Date: November 2022

Primary Purpose

The Centre for Work-Integrated Learning (Centre for WIL) is a part of the Co-op and Experiential
Education (CEE) portfolio. Centre for WIL fosters excellence in the pedagogy and practice of Work-
Integrated Learning as a thought leader and key provider of curriculum, courses, and programs in this
field.

As a member of the Centre for WIL leadership and management teams, this position has three main areas
of focus:

1. Responsible for the hiring, work, and performance for the WIL Programs team that leads/manages
the University’s centrally administered Work-Integrated Learning Programs (e.g., EDGE, WEA,
GradWIL etc.). This includes determining priorities, assigning and coordinating team members’
work, coaching and professional development, and performance management

2. Leads and contributes to institutional initiatives and/or strategic directives that support the

continued expansion of work-integrated learning on our campus

3. Provides direction and guidance for all programs and services related to the Centre’s centrally

administered Work-Integrated Learning Programs (beyond co-op), ensuring that all programs in
their purview are meeting the needs of students, faculties, the University, and industry and
community partners.

Key Accountabilities

Staff and Resource Management

Actively involved in the recruitment and retention of a team of uniquely skilled individuals
Promotes growth in performance through ongoing support, coaching, and development of
the staff reporting to this position

Provides guidance and direction, optimizing individual team members productivity, as they
manage student advising, program development and delivery and
industry/community/faculty partnerships

Responsible for the continued evolution and day-to-day operations of the University’s
centrally administered Work-Integrated Learning Programs

Provides functional leadership to other members of the CEE portfolio who support the
Centre for WIL’s centrally administered WIL programs and the continued expansion of WIL
programs on our campus

Collaborates regularly with the Senior Manager, Work-Integrated Learning Courses
ensuring appropriate resource alignment and effective and efficient day-to-day operations
and student services are in place throughout the Centre for WIL
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Collaborates regularly with the Senior Manager, Work-Integrated Learning Curriculum
ensuring appropriate resource alignment that promotes effective and efficient program
improvement and/or curriculum development practices are in place

As part of the Centre for WIL Management and Leadership Teams, participates in and
contributes to overall decision-making, including unit strategic planning, allocation of
resources, and hiring prioritization

Engages with faculty, industry/community partners, and students as necessary to create a
sound foundation for relationship building and to help resolve issues that arise

Manage the financial resources and operational performance of the WIL Programs team;
ensure budget is applied to maximize the positive impact it has at the University; advocate
for new funding or positions as required;

WIL Leadership and subject matter expertise

Develops and disseminates models and best practices for WIL to influence course,
departmental, faculty-level, and institution-wide WIL experiences or programs

Advocates for adoption and use of existing and emerging best practices in the field of WIL
across the university

Leverages deep subject matter expertise, to oversee the execution and implementation of
large scale and/or campus-wide strategies for the creation and enhancement of Work-
Integrated Learning opportunities (e.g., GradWIL).

Manages relationships with university units with related and/or complimentary functions
(e.g., CTE - Senior Educational Developer, Integrative & Experiential Learning, CCA -
Manager for Career Action, CE - Regional Managers, International, and SFR - Faculty
Relations Managers)

Support special Centre for WIL projects and initiatives as assigned by the Associate
Director, including those involving other university units or external organizations

Maintain connections with, contribute to, and possibly take leadership roles in related
external organizations and professional associations, maintaining Waterloo’s status as a
leader in the Work Integrated Learning Pedagogy and Practice

Strategic Direction and guidance for the Centre’s Central Work-Integrated Learning
Programs

Responsible for ensuring that the Centre provides top-quality Work-Integrated Learning
programs that advance the goals and objectives of the University as they relate to
innovation, reputation, WIL leadership and employer and alumni engagement

Advises Associate Director and management team on overall Centre for WIL program
design, development and support strategies

Ultimately responsible for the collection, analysis, and interpretation of the Centre’s Work-
Integrated Learning Programs data including oversight of the WIL Programs evaluation plan
and communication strategy

Ensure high levels of student, faculty, and industry/community partner satisfaction with
existing programming, program improvements, and new innovative programs

Represents WIL Programs at key Centre meetings (e.g., Strategy Meetings, Operations
Meetings etc.) and represent or assign appropriate team members on other committees
(e.g., PD Committee, Student Supervisory Committee, Wellness Committee etc.) as
required

Help set overall research agenda for WIL Programs Team based on Centre for WIL, CEE
and University priorities, and conduct own research to help shape the practices of the team
and inform program development and delivery strategies
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*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
e Master’s Degree or equivalent combination of education and experience required

Experience

e 3-5years of experience managing large-scale credentialed programs, preferably in a
postsecondary environment with direct reports

e 5+ years of experience in work-integrated learning program design, pedagogy, and practice
(curricular and co-curricular), or a closely related field

e Experience in designing and implementing performance measurement/evaluation plans,
and successfully managing complex, multi-stakeholder projects

e Experience providing leadership to a team including providing functional guidance and
direction to team members

e Experience developing and implementing strategic plans

Knowledge/Skills/Abilities
o Expert knowledge of WIL theories and practices used in higher education, including program/learner
design and pedagogy, internationalization, and an awareness of emerging issues and areas of focus
in the field
e Highly developed strategic, analytical and communication skills, and a high degree of
political acumen and interpersonal skills to nurture relationships with a range of
stakeholders across the university
¢ Ability to comprehend, synthesize and address perspectives and concerns of multiple
stakeholders to devise one common solution
¢ Excellent oral and written communication skills, solid organizational skills, and sound
judgment.
o Ability to assess project needs and deploy staff most effectively to meet objectives
e Skilled mediator able to resolve internal and external issues and resolve conflict
professionally and constructively
¢ Ability to balance/advocate for team needs and overall operational needs and goals of the
unit and university
¢ Demonstrated ability to develop and build and maintain positive relationships with project
stakeholders and senior administrators
o Demonstrated ability to contribute to and thrive in a collaborative environment and to apply
a positive team approach to working with internal and external colleagues.

Nature and Scope

o Contacts: The Senior Manager works with staff, management, and senior leadership across the
Centre and CEE. This role has frequent contact with various academic and support unit leaders and
staff (e.g., Associate Deans, Program Chairs and Directors, Centre for Teaching Excellence,
Institutional Analysis & Planning etc.). The Senior Manager may also be a member or play a role in
influencing or informing of CEE and other committees that involve Work-Integrated Learning. External
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contacts include WIL leaders and practitioners at post-secondary institutions, industry associations,

and employer and community partners worldwide

o Level of Responsibility: Overall responsibility for the department’s work-integrated learning programs
team. This role will be responsible for setting goals and direction for the team. This role will advise the
Associate Director on strategic direction as well as decisions that impact the University’s WIL
programming. The position is expected to implement strategic initiatives, including large scale
university wide WIL programs, and to communicate the objectives of these initiatives to the team. This
position is a member of the WIL Programs leadership and management teams.

o Decision-Making Authority: Performance management; hiring, WIL team operations; work
assignments; deploying staff effectively on projects; mitigating challenges involving faculty and or
industry partners; escalating decisions to Associate Director when required.

e Physical and Sensory Demands: Frequent distractions and competing priorities typical of a senior
manager operating within an office environment

e Working Environment: Exposed to moderate stress and pressure associated with
management/leadership roles and responsibilities including distractions and competing priorities,
unavoidable exposure to disagreeable or uncomfortable working conditions. There may be unusual
hours or schedules, multiple and/or tight deadlines beyond one’s control, and intermittent interruptions
(e.g., phone calls, emails, and unplanned but urgent requests). The Senior Manager will have
meetings over technology enabled platforms, across campus, as well as occasional travel for
professional development, networking purposes, and external collaboration purposes.



