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Job Title:  Instructional Support Coordinator 

Department:  Statistics and Actuarial Science (SAS) 

Reports To:  Undergraduate Studies Manager 

Jobs Reporting: None 

Salary Grade: USG 8-10 

Effective Date: November 2021 

 

Primary Purpose 

This position provides a broad range of instructional support to the Department of Statistics and Actuarial 
Science (SAS). It also provides leadership and continuity across academic terms within SAS courses. The 
primary responsibility of the Instructional Support Coordinator (ISC) is the coordination of administrative 
matters and the management of Teaching Assistants (TA’s) for large and medium sized SAS courses in 
consultation with faculty members teaching those courses. The details of the support and leadership 
provided by the ISC vary based on the needs of a specific course and faculty member, the needs of a 
particular course team, and the level of the ISC. The Instructional Support Coordinator will be accountable 
to the various Academic Associate Chair’s in SAS and take functional direction from the faculty members 
responsible for the courses they support. The administrative aspects that an ISC manages, include 
providing advice to instructors regarding course specific practice and university/faculty policies and 
procedures, managing Teaching Assistants coordinating course operation activities, and maintaining 
course information repositories and archives. Except for the entry level ISC role, ISC’s take an important 
role in teaching SAS courses. 
 
Key Accountabilities 
 

Course Operations and management of a large team of TA’s 

• Coordination and management of Policy 30 (Employment of Graduate Student Teaching Assistants) 
issues. 

• Determine the marking and day-to-day needs required to support the delivery of a particular course. 

• Ensure the TA’s have the required resources to support the course. 

• Schedule, organize and attend marking meetings. 

• Handle informal requests for grade revisions/appeals. 

• Assist in the investigation of potential academic integrity offences. 

• Coordination/delivery of TA training and info sessions. 

• Management and creation of online resources for TA’s. 

• Support the process of creating and delivering tests for multi-sectioned courses. 

• Allocate employees for proctoring exams. 

• Schedule and supervise TAs in the SAS Tutorial Centre. 

• Management of TA contracts. 

• Coordinate and manage TA office hours and monitor TA’s workload. 

• Ensure TA’s are compliant with University health and safety regulations. 

• Assist in the process of TA evaluations. 

• Provide regular updates to the instructor/course author about TA’s progress. 

• In consultation with Faculty and Associate Chairs, manage interpersonal issues arising between 
TA’s and students. 
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Faculty Teaching Support and Student Academic Support 

• Provide first level of support to department members regarding various University of Waterloo’s 
Learning Management Systems (LMS). 

• Proactively communicate and work with faculty teaching in the upcoming term. The ISC reviews 
these bookings to ensure they work with available course resources. e.g., the number of instructors, 
assign TA’s, available proctors from the Faculty proctoring pool). 

• Support the textbook ordering, as needed. 

• Provides new faculty orientation and resources to support the use of the LMS. 

• Involved in various department projects which support faculty.  

• Respond promptly and professionally to student concerns. 

• Handle email inquiries/requests and discussion board posts that are beyond the scope of a TA. 

• Handle requests for exceptions (e.g., illness, death in family). 

• Inform the Associate Chairs of changes/trends in student support issues; suggest improvements to 
the student support system. 

• Point of contact for the department for coordinating accessibility issues. 

• Provide academic advising to undergraduate students within SAS and participate in advising events. 

Manage grading activities associated with one or more courses  

• Distribute solution sets and marking schemes for assignments and exams. 

• Organize and/or supervise the printing and marking of assignments which may include leading 
marking meetings and arranging rooms. 

• Generate, maintain, and archive mark lists. 

• Compute final grades according to instructors’ guidelines. 

• Assist in grading of exams and assignments. 

• Manage the grade appeal/revision process. 

• Submit final grades to Quest. 

• Post solution sets and grades, as required. 

• Provide setup and support for assignment submission/marking systems. 

Technology and Online Pedagogy 

• Identify and understand current/available technologies in online education. 

• Understand the function and set up of a particular course within the University of Waterloo’s 
Learning Management System (LMS). 

• Effectively design course administrative setup to facilitate the smooth operation and delivery of a 
large course. 

• Liaise with campus partners regarding issues with the LMS and other educational technology 
software platforms and systems (e.g., Odyssey, Crowdmark, Akindi, and iClickers). 

• Assist with use of technology in classrooms. 

• Management of historical course content. 

• Maintain Graduate database records as it pertains to TA’s. 

Provide course instruction services 

• Prepare instructional material according to guidelines set out by the course instructor/outline 
maintainer. 

• Assist with creation of marking schemes and solution sets for assignments and exams as 
determined by the instructor. 

• Facilitate development of assignments, quizzes, exam questions. 

• Assist with preparation of course outlines. 

• Provide feedback on changes to course materials. 

• Archive grades and course-related materials according to retention policies. 
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• Ensure resources are available for tutorial and review sessions. 

• Be a course instructor for an on-campus or distance education (DE) courses. 
 
*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 

• Master’s Degree in Mathematics (preferably in Statistics or Actuarial Science) or 

• Bachelor’s degree in Mathematics (preferably in Statistics or Actuarial Science) with equivalent 
education and three to five years of related work experience. 

Experience 

• University level teaching ability or experience, combined with knowledge of various hardware 
systems and software applications used in support of teaching. 

• Extensive experience in tutoring/providing instructional support assistance preferably in STATS and 
ACTSCI courses.   

Knowledge/Skills/Abilities 

• Excellent communication and time management skills.  

• Attention to detail and a proactive work attitude.  

• Proven strength in collaboration and relationship management.  

• Proven interpersonal skills to deal effectively with a wide range of individuals, occasionally in 
contentious situations. 

• Demonstrated ability to work independently, with minimal direction, and as a team member in a busy 
and varied environment with deadlines, changing priorities and large volumes. 

• Intermediate experience with Microsoft Office suite of products. 

 
Nature and Scope  
• Contacts: Faculty members, Teaching Assistants (graduate students), Department Chair and 

Department Academic Associate Chairs, Undergraduate and Graduate Coordinators, Department 
Administrative Staff, Undergraduate Advisors, MFCF and IST personnel,  Academic Integrity Officer, 
Associate Dean of Undergraduate Studies, Centre for Extended Learning, Math Undergraduate Office, 
Cooperative Education, AccessAbility Services, New Media Services, Registrar’s Office, and Math 
Graduate Studies Office, graduate students. Externally: prospective undergraduate students and 
various book publishers. 

• Level of Responsibility: This job has specialized work with minimal supervision and provides 
guidance to others. Maintain confidentiality of all students work and files. The job includes 
responsibility for oversight of temporary employees including TA’s and co-op students, PDF’s, and 
teaching assistants. Determine needs for supporting course delivery and approaches to take to 
coordinate administrative aspects of running a course. 

• Decision-Making Authority: Make independent decisions in assessing students’ work based on the 
established rules, policies, and procedures. Within the context of assigned tutorials, make decisions 
with respect to tutorial materials, which may involve consultation with course instructors. Make duty 
assignment decisions. Coordinate response to non-routine situations, such as students’ complaints, 
conflicts among team members. Determine whether an identified case contains sufficient information 
and should be reported to the Faculty authority for academic integrity issues. 
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• Physical and Sensory Demands: Minimal demands typical of an administrative/teaching position 
within an office environment.  

• Working Environment: Travel is occasionally required for professional development. Regular working 
hours, some evening/weekend work may be required. Some exposure to disagreeable conditions, 
such as students’ complaints, conflicts among team members. 


