
 

 

 

Job Description 

 

  

 

 

Job Title:  Educational Developer, Career Programming 

Department:  
 

Centre for Career Action 
 

Reports To:  
 

Manager, Centre for Career Action 

Jobs Reporting: 
 

None 

Salary Grade: USG 10 

Effective Date: January 2022 

 

Primary Purpose 
The primary purpose of the Educational Developer, Career Programming is to design and develop 
innovative and inclusive career education content, resources, and curriculum to support the CCA 
leadership team in continuously evolving the CCA’s ability to meet the needs of its wide and growing 
range of stakeholders.  
 
This role will drive forward high-priority strategic curriculum projects and act as a key liaison and 
relationship builder between the CCA and various departments on campus.  
 

Key Accountabilities 
 

Curriculum Leadership 

• Conducts needs assessments and recommends new programming and training for campus 
partners, and career practitioner professional development.  

• Facilitates and coordinates discussion with members of the university to support the growth of 
quality Career Education supports. 

• Influences stakeholder perspectives on career education with an emphasis on the importance of 
non-linear pathways, the future of work, skills identification and articulation, design thinking and 
other relevant career development theories. 

• Advises the Centre for Career Action management team on strategies to facilitate faculty-career 
integration 

• Collaborates with, and provides mentorship to, Career Advisors on content development  

• Stays current with educational, technological, and societal trends impacting the delivery of higher 
education and career programming, and formulates positions based on this information for optimal 
strategies related to both online and face-to-face learning 

• Brings both depth in career development knowledge and breadth in understanding of how career 
education aligns with and uniquely supports Waterloo’s career/WIL/coop ecosystem toward future-
proofing students, employers, and ourselves 

• Establishes external connections and relationships to stay informed of provincial, national and 
international initiatives; participates, represents, and in some cases, leads Waterloo’s involvement in 
external initiatives and collaborative projects 

• Consults with CEE on projects related to Career Education learning/supports. 

• Networks with other institutions in the field of career development, curriculum development, and 
instructional design 

• Represents the University of Waterloo in career development associations and conferences  
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Curriculum Development 

• Through research, analysis, monitoring and understanding, generates new programming ideas  

• Continually renews program offerings to meet client needs 

• Develops internal and external relationships with career practitioners to support appropriate program 
development  

• Cultivates formal partnerships with academic departments, research centres, and Academic Support 
Units, to leverage and deliver Waterloo Career Education expertise through co-curricular and 
curricular offerings  

• Leads development of inclusive career-embedded curricula, ensuring competencies and learning 
outcomes are appropriate and meet learner needs 

• Project-manages own and occasionally peer curriculum development work, including tracking and 
communication of progress towards milestones and deadlines  

• Supports Communications Specialist with the curriculum web pages on the CCA web site and 
developing and updating curriculum processes and resources used by CCA staff 

Programming Evaluation 

• Ensures that the CCA provides top-quality career education programming and workshops, which 
advance the goals and objectives of the University as they relate to innovation, reputation, Career 
Education leadership and employer and alumni engagement 

• Designs and facilitates curriculum exploration and/or program review events at the department level 
for both undergraduate and graduate programs 

• Develops resources related to all aspects of curriculum design and development, including the 
assessment of learning (beyond client satisfaction) 

• Consults on the development and assessment of career development expectations in relation to 
CCA and CEE strategic priorities  

• Gathers feedback on curricula from a variety of sources 

• Provides consultations and advice to Career Advisors on career development programming 

• Contributes to projects and working groups related to quality enhancement 

Supervision 

• Recruits, hires, trains, supervises, and coaches student staff supporting curriculum development  

*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 university degree required 

• Courses, training, certification/degree, or equivalent experience in Career Development, Education, 
Adult Education, Curriculum Development, Instructional Design, Student Affairs, or a related field 
would be an asset 

Experience 

• 5 years of relevant, related experience involved in design, development, delivery, and evaluation of 
career curriculum in a post-secondary environment  

• Experience with high-volume resource management and scheduling, and prioritizing competing 
demands  
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• Success in cultivating and maintaining relationships with academic faculty, staff and students 

Knowledge/Skills/Abilities 

• Comprehensive understanding of career development theory and methodologies of instructional design 
and adult learning pedagogy, and their application in learning  

• Knowledge of the Canadian and international Career Education landscape and best practices  

• Demonstrated ability to develop and build and maintain positive relationships with project stakeholders  

• In-depth understanding of e-learning tools, including Learning Management Systems (e.g., 
D2L/Brightspace), media development tools, collaboration tools, etc., and their application in higher 
education; intermediate skill level in Microsoft Office suite 

• Strong written communication skills 

• Ability to develop and coordinate projects and programs, delivering quality programming while meeting 
deadlines  

• Ability to manage own schedule and balance competing priorities in a fast-paced work environment  

• Appreciation of the purpose and value of quality work-integrated learning / co-operative education in 
preparing students for work/life is preferred 

• Understanding of own social location, power and privileges to call out own biases in personal design 
preferences; must be able to prioritize universal design and equity-specific needs in content creation 

 
Nature and Scope  
• Contacts: Internal – The Educational Developer, Career Programming will build relationships and 

collaborate with multiple partners and departments on campus, such as: Faculty leaders, Co-operative 
Education, WIL Programs, Work-Learn Institute, Centre for Extended Learning, Counselling Services, 
Centre for Teaching Excellence, Housing, Office for Organizational and Human Development, 
AccessAbility Services, Student Success Office, Advancement, and student societies. For example, 
they will collaborate with faculties to develop highly customized career programming and influence the 
integration of career education with academics. External – The Educational Developer, Career 
Programming will exchange information with employers, community partners and other post-secondary 
institutions’ career centres.  

• Level of Responsibility: The Educational Developer, Career Programming is responsible for leading 
curriculum development and the maintenance of relationships with curriculum leaders across the 
institution. The job has specialized work with minimal supervision. They will also supervise student 
staff and will provide expertise, mentorship, and occasionally direction to Career Advisors in their 
curriculum development work and best practices.  

• Decision-Making Authority: Responsible for decisions regarding implementation of curriculum 
support and programming with or without guidance. Makes decisions in hiring student staff and 
directing their work.  

• Physical and Sensory Demands: Minimal demands typical of an office environment  
• Working Environment: This role involves minimal psychological risk resulting from unavoidable 

exposure to hazardous, disagreeable, or uncomfortable environmental conditions. They will need to 
navigate many critical relationships with other UW staff and faculty and may work under tight deadlines 
with competing priorities.  


