WATERLOO

Job Description

Job Title: Associate Director, Career Education

Department: Centre for Career Development

Reports To: Director, Centre for Career Development

Jobs Reporting: Manager(s), Career Education; Career Integrated Learning Manager
Salary Grade: USG 13

Effective Date: April 2025

Primary Purpose

The Associate Director, Career Education ensures effective, integrative, high quality career education
delivery for prospective, undergraduate and graduate students, as well as post doctorate fellows and
University of Waterloo alumni. The Associate Director is responsible for working closely with leadership
across the Co-operative and Experiential Education (CEE) portfolio as well as the faculties to ensure that
CCD contributes meaningfully to students’ career development, career identity and sense of purpose
throughout their academic degree and work-integrated learning (WIL) programs. This extends to the
alumnus experience, ensuring CCD is a key partner in career success long-term.

The aim of the CCD is to support learners in clarifying how their developing skills and evolving values,
needs and desired impact can enable them to engage purposefully with their community and the world of
work even in the face of change and uncertainty. Career development education helps learners make
connections between classroom learning and the labour market, supporting their career readiness.

Key Accountabilities

Leadership and relationship management

e Support the Director, CCD to provide overall unit leadership across the department and to
continually assess strategies to heighten its impact and sustainability

o Ensure effective, integrative, high quality career education delivery across campus

¢ Cultivate relationships with senior personnel across CEE and the faculties to effectively influence
and integrate career education interventions

e Collaborate across the university community (e.g., SSO, Campus Housing, Writing Centre, Campus
Wellness, WUSA, GSPA, Alumni Relations, Registrar’s Office) to enable a thriving prospective,
undergraduate, graduate, post doc and alumnus experience

e Leverage technology to complement career service delivery and ensure accessible options

e Promote the work of CCD internally at the University, and externally within the provincial, national
and international career education, co-op, and WIL communities

e Align CCD strategy with desired CEE and institutional outcomes; articulate the correlation of
effective career education with the achievement of UW goals

e Responsible for coordinating and maintaining effective communities of practice relating to career
education across campus

e Act on behalf of the Director, CCD in their absence or as a designated proxy in CEE, across campus
or within professional associations

Career education strategy

e Support the Director, CCD in the design and renewal of the University of Waterloo’s career
readiness strategy
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o Ensure the CCD’s career readiness strategy is reflected in the design and development of CCD’s
career education services and curriculum; oversee change management and coordination efforts
therein

e Ensure career education interventions are intentionally crafted to meet the needs of equity
deserving and Indigenous populations

e Triangulate career development theory, best practices, labour market data, current research, service
trends and student feedback to lead the design of intentional, proactive and responsive programs,
services and resources

e Lead CCD’s overall assessment strategy, monitoring evaluative data and working with team to
adjust programming/services to meet objectives

Staff management and team leadership

e Provide leadership and strategic direction to the various career education teams and the business
operations team

¢ Create conditions for managers to thrive both independently and collectively; ensure effective cross
team communication and collaboration

¢ Articulate CCD vision/priorities to ensure effective alignment and dissemination of key information
across teams

e Support managers with ongoing growth and development; provide coaching and performance
management

o Ensure CCD leadership is aligned in mission and purpose; support the application of processes and
policies across teams

e Hire, onboard, train, offboard manager incumbents as required

e Support managers with setting priorities and defining strategy for areas of oversight

¢ Build and maintain an engaging and inspiring work environment that creates optimal conditions for
staff retention

Administrative oversight

¢ Optimize human, fiscal and physical resources across the department

e Set direction for continuous improvement projects department wide

¢ Administer the CCD budget; provide advice and input to the Director, CCD and Executive Officer,
CEE regarding overall expenditures and future directions

e Lead reporting efforts for CCD operations; contribute to CEE reports for executive leadership

e Engage in CCD’s ongoing connection to the Student Services Advisory Committee (SSAC) via
information sharing, reporting and the development of business cases to advocate for new funding

e Represent the department in space planning, technology and procurement related conversations

e Develop service level agreements with internal and external partners as required

*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 University degree required; Master’s degree required (relevant discipline such as leadership,
education or counselling preferred)

¢ Equivalent combination of education and experience may be considered

e Career development professional credential/training an asset




Job Description

WATERLOO

Experience

3+ years management experience in a human services setting, preferably in career development
5+ years’ experience advising populations in a human services setting; advising clients in a career
development role strongly preferred

Experience leading, managing and coaching teams

Experience developing and implementing effective strategic initiatives in collaboration with others
Experience building relationships with a variety of stakeholders within a complex environment
Experience measuring and reporting on program effectiveness

Experience designing/delivering programming that is inclusive, accessible and needs-driven;
developing career education activities linked to curriculum preferred

Experience managing and delivering on strategic projects

Experience operating in an employment counselling, career advising or career counselling setting
preferred

Experience operating within a post-secondary co-operative education and/or experiential education
system is an asset

Experience with development of department budgets is preferred

Knowledge/Skills/Abilities

Knowledge of career development, student development and experiential learning theories
Knowledge of best practices in advising and staff management

Ability to build trusting relationships with others across complex organizational lines

Ability to think critically, problem solve and make well-reasoned decisions

Demonstrated ability to take initiative, function effectively both independently and collaboratively,
and be flexible

Ability to make recommendations to executive leadership on a variety of topics including budget
allocation

Skills in leadership, team development and individual coaching

Advanced skills in program development

Excellent active listening, facilitation, writing and oral communication skills

Strong organizational, prioritization and time management skills

Awareness of own social location and how it affects power dynamics across reporting relationships
High degree of organizational citizenship and political acumen

Highly attuned to trends and directions within the labour market, post-secondary education, and
business, with a demonstrated globally minded, innovative orientation

Nature and Scope

Contacts: The Associate Director deals at a senior level with co-workers from many departments
across the UW campus, including Co-operative Education, Library, Centre for Extended Learning,
Counselling Services, Centre for Teaching Excellence, Campus Housing, Registrar's Office, Human
Resources, Office for Organizational and Human Development, AccessAbility Services, Student
Success Office, Alumni Relations, Centre for Work-Integrated Learning, Writing and Communications
Centre and personnel across the faculties. External: The Associate Director connects with senior staff
across the PSE sector (especially other career centres) via professional associations, critical meetings
and conferences. The Associate Director connects with key partners in community and industry.
Level of Responsibility: Functions as a member of the senior CCD leadership team alongside the
Director. Acts on behalf of Director in their absence. Responsible for department wide outcomes.
Responsible for maintaining key stakeholder relationships amidst a complex, political landscape.
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e Decision-Making Authority: The Associate Director oversees career education in CCD and therein
makes decisions of critical importance for the managers and the unit, including but not limited to the
deployment of human, physical and fiscal resources; service delivery optimization; the leveraging of
technology; partnership agreements and staff/student case management. They are the first point of
contact for managers of career education and career-integrated learning looking for support and
strategic direction. They are frequently the first point of contact for campus colleagues seeking
collaboration.

e Physical and Sensory Demands: This role requires exertion of physical or sensory effort resulting in
slight fatigue, strain or risk of injury.

e Working Environment: This role involves minimal psychological risk resulting from unavoidable
exposure to hazardous, disagreeable or uncomfortable environmental conditions. The Associate
Director role may include exposure to emotionally disturbing experiences and/or interactions with
people who are upset, angry, abusive, aggressive, unstable, or unpredictable (i.e., occasional
emotionally charged issues with students who require counselling); travel requirements (i.e.,
occasional travel to conferences); unusual hours or schedules; and irregular



