WATERLOO

Job Description

Job Title: Community Wellbeing Officer

Department: Faculty of Engineering

Reports To: Associate Dean, Teaching and Student Experience
Jobs Reporting: None

Salary Grade: USG 8

Effective Date: October 2021

Primary Purpose

The Faculty of Engineering Community Wellbeing Officer (CWO) works to create conditions that enhance
the health of the students, staff, and faculty by fostering an inclusive, diverse, compassionate community.
Recognizing that student and employee experiences are interconnected, and that the health and wellness
of one group directly impacts other, the CWO works to provide practical, logistical, and strategic advice
and support across the Faculty of Engineering in the area of wellbeing. The position provides strategic
guidance and support to senior leadership on the development and application of a Community Wellbeing
Framework; and is responsible and accountable for the development, implementation, and evaluation of
workplace health and wellness strategic initiatives that address and support the needs of employees and
students within the Faculty of Engineering.

Key Accountabilities

Community Wellbeing Impact.

e Advises senior leadership on employee and student wellness issues and opportunities to improve
experience, retention, and performance.

¢ Recommends best practices for organizational community wellbeing based on up-to-date
knowledge of related research in academia and industry.

¢ Leads the development and implementation of the Community Wellbeing Framework for guiding and
enhancing both the present and long-term wellbeing of the Faculty of Engineering students and
employees.

e Creates student wellness service delivery plans for units and programs lacking dedicated wellness
roles; and guides implementation depending on resources available.

e Advocates for Mental Health Literacy training across the Faculty of Engineering.

e Advises, counsels, and supports those in wellness roles to establish equitable service across
academic programs and units.

e Manages and implements Community Wellbeing initiatives to support the Faculty of Engineering
strategic plan.

e Hires and supervises co-op students or research assistants to support special projects, at the
discretion of the Associate Dean Teaching & Student Experience and/or the Dean.

Community Wellbeing Assessment.

e Monitors and reports on community climate and factors that affect wellbeing within the Faculty of
Engineering.

e Advises and/or implements initiatives to address concerns or situations that are negatively impacting
employee and/or student wellbeing
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Analyzes relevant internal and external research, surveys, and reports for insights into underlying
social determinants of health, as well as mechanisms for improving student and employee mental
health and wellbeing.

Develops, implements, analyzes, and reports upon annual Faculty of Engineering Wellness Survey
to assess community wellbeing.

Advises students and employees on wellbeing-related projects to ensure that empathy, inclusivity,
diversity, and ethical data collection are considered. Projects may include but are not limited to
student and employee surveys, interviews, focus groups town halls, wellness-related design
solutions.

As appropriate, administers student-led surveys to ensure confidentiality and security of personal
data.

Develops, implements, and maintains an evaluation framework for Faculty of Engineering Wellness
initiatives.

Community Wellbeing Education.

Guides the knowledge translation and operationalization of health and wellbeing data and University
level wellness initiatives including, but not limited to, The Okanagan Charter and the post-secondary
standard for psychological safety for the Faculty of Engineering.

Collaborates with internal and external services to design and implement wellbeing sessions for
employees.

Informs community members of available resources to support wellbeing through digital media (e.qg.,
website, social media).

Costs community wellbeing sessions and events for budgeting within the Associate Dean Teaching
& Student Experience portfolio.

Applies principles of universal instructional design to create educational components and aligned
assessments on student mental health and wellness to complement academic programming and
service support.

Coordinates with the Teaching Development Associate to educate faculty, teaching staff, and
teaching assistants on Mental Health Literacy, and best practices through wellness-informed and
universal instructional design to enhance student and teaching team wellbeing.

Develops and facilitates wellbeing workshops for academic advisors and student wellness
coordinators to support their service roles.

Promotes awareness of community wellbeing initiatives.

Community Wellbeing Advocacy.

Engages with students and employees on a daily basis to build positive relationships.

Consults regularly with unit-level wellness coordinators and academic advisors to identify issues that
should be brought forward to senior leadership.

Liaises with Campus Wellness, AccessAbility Services, Organizational and Human Development,
Student Success Office, Wellness Collaborative, and Wellness representatives in other faculties to
be aware of wellbeing initiatives across campus.

Compassionately advises students and employees on wellbeing-related matters that are not
addressed at the department or unit level and directs towards resources and support services as
appropriate.
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¢ Provides administrative support to Dean-appointed Community Wellbeing advisory councils (e.g.,
Student Community Roundtable, Faculty of Engineering Wellness Committee).

Community Wellbeing Crisis Management.

e Collaborates on and/or coordinates crisis management plans with department/unit level wellness
roles, Student Relations Officer, Campus Wellness, Campus Chaplains, and external supports in
times of community crisis.

e Advises and supports employees and students implementing crisis management plans (e.g.,
arranging memorial services).

¢ Drafts empathetic communications for senior leadership pertaining to community wellbeing
management, especially in times of loss, grief, and local/national/international mourning.

e Provides triage support and follow-up to assist departments/units with screening and directing of
students and/or employees in need of counselling services or other support.

*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

¢ Undergraduate degree in public health, social work, education, community/social psychology,
organizational behavior, sociology, or a related discipline; a Master’s/Doctoral degree is preferred.

e Additional certification in workplace or organizational wellness and/or instructional design is an
asset.

e Equivalent combination of education and experience will be considered.

Experience

e Three to five years in a student-focused post-secondary education environment.

¢ Managed a service-related initiative/project and evaluated outcomes.

¢ Demonstrated competence with designing and implementing ethical-based interview and survey
methods for diverse populations.

¢ Demonstrated competence with qualitative and quantitative analysis of complex data.

¢ Recommended program, process, or system improvements based on evidence.

¢ Built relationships of influence to move projects and initiatives forward.

¢ Documented and prepared project progress reports.

¢ Designed and facilitated knowledge translation strategies for diverse groups through, but not limited
to, awareness campaigns, employee training presentations and/or workshops, and
workshops/presentations for graduate and/or undergraduate students.

e Prior teaching and/or instructional design experience at the post-secondary level is an asset

Knowledge/Skills/Abilities

e Up-to-date specialized knowledge relating to the complex intersectionality of holistic wellbeing with
other social, economic, equity, and diversity issues.

e Understanding of the social determinants of health, as well as public health or organizational
wellbeing approaches to improving community wellbeing.
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Knowledge of University of Waterloo internal services and policies as well as relevant external
resources relating to wellbeing and mental health, ethical data collection, privacy, and security of
information.

Exhibits active listening, empathy, and diplomacy in relationship building.

Remains calm in times of community crisis.

Exercises discretion and sound judgment around sensitive matters.

Persuasive written and oral communication skills.

Proficient with spreadsheets for creation of data, graphs, and tables.

Knowledge of principles of wellness-based universal instructional design an asset.

Basic webpage design and maintenance skills an asset.

Nature and Scope

Contacts: Internally, communicates with senior leadership, employees, and students to identify,
design, deliver, promote, and support wellness initiatives within the Faculty of Engineering.
Collaborates regularly with colleagues in Campus Wellness, Organizational and Human Development,
as well as staff, faculty and student associations and education delivery service providers. Externally,
the incumbent may liaise with the family members of staff or faculty regarding sensitive issues, as well
as external service providers and organizations as needed. This position may also have contact with
partner institutions to facilitate benchmarking and information sharing, and to enable program
innovation. Maintains discretion, sound judgment, tact, and diplomacy in all communications and
interactions.

Level of Responsibility: Reports to the Associate Dean Teaching & Student Experience (AD TSE)
and has informal working relationships with the other members of the portfolio to execute strategic
initiatives relating to community wellbeing for the Faculty of Engineering. The Community Wellbeing
Officer oversees Faculty-wide initiatives or processes that are specialized and impact the wellness of
individuals and the community at large. Provides guidance and training to others which may include
supervision of casual or temporary project-specific assistants (e.g., co-op students).

Decision-Making Authority: Uses specialized knowledge and insights gained independently to
advise senior leadership on facets of community wellbeing and appropriate initiatives to improve the
health and wellness of students and employees. The incumbent must be able to make sound,
compassionate, rational decisions and discern when AD TSE involvement is required in situations that
may involve highly sensitive and/or complex matters. Makes decisions about wellbeing initiatives that
impact all students and employees within the Faculty of Engineering

Physical and Sensory Demands:. Position requires daily interactions with others, often requiring
extended focused conversations on sensitive matters. Physical demands are typical of working in an
office environment such as periods of extensive sitting and concentrated use of visual senses.
Required to monitor, read, comprehend, and synthesize information from a wide range of sources and
then to determine relevance and priorities for services and programming. Moderate sensory effort from
computer-based work resulting in slight fatigue, strain, or risk of injury. To balance multiple projects
requires stamina and ability to maintain attentional focus despite interruptions.

Working Environment: Office-based; regular work hours; occasional evening work depending on
community wellbeing initiatives. The position is exposed to stress and pressure associated with mental
health and wellness related responsibilities in a complex academic environment. Minimal to moderate
psychological risk resulting from unavoidable exposure to difficult, disagreeable, and/or uncomfortable
circumstances. In times of community crisis, there may be unusual working hours to provide
community support.




