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Job Title:  
 

People and Culture Coordinator 

Department:  
 

Waterloo Undergraduate Student Association (WUSA) 
 

Reports To:  
 

General Manager 

Jobs Reporting: 
 

None 

Salary Grade: 
 

USG 7 

Effective Date: 
 

June 2023 

 

Primary Purpose 

Reporting to the General Manager, the People and Culture Coordinator is primarily responsible for 
supporting organizational changes and coordinating recruitment and selection activities for WUSA in strict 
accordance with UW and WUSA polices and relevant legislation. They help foster an engaged workforce 
by developing and implementing initiatives to improve morale and employee satisfaction, encourage 
development through training, and assist in effective communication of relevant policies, procedures and 
practices. They will work closely and collaboratively with other campus departments including Human 
Resources, Occupational Health, Organizational & Human Development, Human Rights & Conflict 
Management and the Safety Office.                                                                                    
 

Key Accountabilities 

Recruitment, Engagement and Retention 

• In conjunction with UW Human Resources, develop an effective employer brand and recruitment 
strategy for WUSA (that may differ slightly from UW’s strategy) that will attract and retain top talent 
and promote a positive and inclusive working environment. 

• Provide support with role descriptions and ensure recruitment goals are tied closely to WUSA’s 
priorities. 

• Coordinate recruitment and selection activities for all salaried positions 

• Develop and manage onboarding, engagement, retention and exit management systems. 

• Provide training for new hires on company policies and procedures and ensure safekeeping of 
employee records. 

• Be a culture champion by building meaningful programs for the organization, facilitating employee 
recognition programs and other HR driven initiatives to increase employee morale, motivation, 
and satisfaction, while reducing turnover. 

• Provide leadership to WUSA’s social committee to create a strategic direction for employee events 
and engagement. 

Employee Engagement and Relations 
• Provides guidance and support to all management and staff on HR related matters; fosters 

collaboration with and amongst all levels of staff; contributes to overall staff morale.   
• Assists management with the performance management of any employee concerns including 

advice on how to lead sensitive employee meetings. Attends employee meetings and prepares 
documentation in consultation with Human Resources. 

• Coordinates organizational change initiatives providing continued support and guidance to those 
affected.   

• Develops content for organizational newsletter and other organization-wide communication 
efforts. 

• Facilitates regular employee feedback activities and reports to senior leadership team on results. 
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• Supports the senior leadership team in identifying and addressing workforce development 
needs. 

• Participates in departmental and other related committees as required. 

Training and Development 

• Designs and conducts training and development programs to improve individual and 
organizational performance. May collaborate with internal partners such as Organizational & 
Human Development department. 

• Ensures training requirements are fulfilled organization-wide for compliance with relevant 
institutional directives.   

• Promotes awareness of the organization’s Mission & Vision through training, linking and 
messaging.   

• Supports the professional and personal growth of staff, providing adhoc advising and coaching 
and linking to institution resources.  

• Maintains solid auditing practices to track department training completion by utilizing available 
institutional reporting tools. 

• Work with WUSA’s Equity Specialist to ensure regular and meaningful training and development 
opportunities related to equity, diversity, inclusion, and anti-racism to ensure WUSA is a safe 
and inclusive environment for all staff and students. 

• Champion collaborative cross-functional relationships with recruiting, payroll/accounting/finance, 
IT, and other teams to ensure the successful onboarding and offboarding of employees. 

Operational Systems and Analysis 

• Develop programs, policies, and procedures to support management’s ability to ensure continuous 
improvement and operational excellence, creating a strong working environment and positive 
culture with high employee engagement. 

• Manage and upkeep WUSA’s specific (outside of UW’s) employee benefits and perks. 

• Evaluate and analyze data and metrics to ensure the effectiveness of the people operations 
function. 

• Collaborate with internal subject matter experts to create/maintain HR reporting/metrics to provide 
business critical information for senior management. 

• Support managers as needed in the execution of HR policies and programs. 

• Support managers in navigating HR process by providing exceptional customer service and 
suggesting opportunities for process improvements. 

• Maintains up to date knowledge of general HR practices, strategy, and technology and 
demonstrates working knowledge of critical human resources functions. 

 
*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 

• Post-secondary education in human resources, business administration, or other relevant field or 
equivalent combination of education and work experience in human resources. 

• CHRP or CHRL designation is an asset. 

Experience 

• Minimum of 5 years human resources experience in a fast-paced, similar sized and complex 
environment. 
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• Developed knowledge in all HR fields, particularly in employee relations, change, people, and 
performance management. 

• Experience in managing multiple simultaneous operational initiatives. 

Knowledge/Skills/Abilities 

• Knowledge of applicable employment law and Human Rights in Canada. 

• Knowledge of Workplace Health & Safety regulations. 

• Strong project management, organizational, planning, and prioritization skills.  

• Excellent communication & interpersonal skills, strong knowledge of people management, coaching 
and leadership skills. 

• Exceptional judgement and decision-making skills with the ability to exercise discretion and 
confidentiality.  

• Ability to assess root cause and successfully advise on complex employee relations issues utilizing 
effective conflict resolutions skills. 

• High emotional and social intelligence with experience fostering positive and strong relationships with 
diverse groups of people. 

• Strong presentation skills, strong analytical skills, ability to perform tasks with minimal supervision. 

• Be able to motivate staff through positive employee relations. 

• Demonstrated knowledge of the concepts of equity, human rights, inclusion, diversity, de-colonization, 
and anti-oppressive frameworks. Working knowledge of the Ontario Human Rights Code, the 
Accessibility for Ontarians with Disabilities Act, and other relevant legislation. 

• Discretion, sensitivity, and confidentiality  

• Demonstrated ability to listen actively and empathetically, analyze and inform appropriately while 
maintaining the required sensibilities in handling confidential information. 

• Ability to determine when to escalate concerns or problems to leadership. 

• Skilled in Microsoft Excel, PowerPoint, and Word. 
 

 

Nature and Scope  
• Contacts: Internally to WUSA, communicates with all employees in all groups and departments and at 

all levels in order to execute people management and general human resources functions. Externally to 
UWaterloo, communicates with the University’s Human Resources department to ensure alignment with 
the University’s position on matters pertaining to people management and human resources. 

• Level of Responsibility: This position is responsible for all the accountabilities listed above. 
• Decision-Making Authority: Continually makes decisions about the most effective methods of hiring 

and retaining staff while ensuring they are well trained, motivated, and productive to enable WUSA to 
achieve its overall goals.  

• Working Environment: Regular working hours, some evening/weekend work may be required. 
Minimal exposure to disagreeable conditions. The role involves some exposure to stress due to 

pressures associated with handling multiple ongoing demands, time management, and complicated 
and sensitive personnel issues. The work environment is dynamic due to the annually changing 
leadership of a student governed organization. 
 

 
 

 
 


