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Job Description

Job Title: Associate Director, Data Analytics and Development
Department: Registrar’s Office
Reports To: Director Systems, Technology and Analytics
Jobs Reporting: Data Analyst
Developer
Salary Grade: USG 12
Effective Date: July 2023

Primary Purpose

The Registrar’s Office (RO) is involved in all aspects of academic life, including undergraduate student
marketing and recruitment, admissions, enrolment, examinations, development and application of
academic policies, and convocation. As a result of its mandate, the RO stewards a significant volume of
data that is critical to the success of the University and its stakeholders. This data includes student
records as well as prospective students, applicants and applications, financial aid and awards, academic
policies, scheduling and classrooms.

The Associate Director, Data Analytics and Development (AD, DAD) in the RO leads a team of data
analysts and developers who create and continuously improve the necessary solutions, models, and
projections to ensure that various strategic issues and priorities are critically examined and that the
planning activities are grounded in sound and reliable evidence.

The AD, DAD is seen as an expert resource for RO data and is accountable for working with RO leaders
and campus stakeholders (especially Institutional Analysis and Planning/IAP, Information Systems and
Technology/IST, and the Faculties) to develop and support a data strategy and support data governance
for student data across campus. The AD, DAD and their team ensure understanding and appropriate use
of the breadth of RO data for decision-making, strategic enrolment management, and strategic planning
across campus. The incumbent will develop and maintain analytics and data dashboards to address core
business objectives and monitor enrolment and usage trends.

The AD, DAD also ensures the design, implementation, and ongoing enhancement and support of
technical development solutions and best practices within the RO to support efficiency and continuous
improvement. In this capacity, the AD, DAD and their team will work with RO stakeholders and leverage
the expertise of the Business Systems Analysis team as well as campus Continuous Improvement and
Change Management resources.

Key Accountabilities

Data Analysis and Reporting Leadership

e Provide data and analytic leadership by development and continual enhancements of a reliable
business model for RO for all data analytics and reporting needs

e Ensure analysis of data using best practice methodologies and consistent definitions to support
evidence-based decision making and to identify trends

e Lead the presenting of data analytics in an efficient and easily understandable way to a wide variety
of audiences and users, using various reporting formats and web technologies

e Ensure adherence to privacy and security policies, as well as established data governance protocols
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o Researching new tools, systems, and practices to recommend ongoing improvements in data
analytics

e Lead the translation of data into information for all reports and dashboards

e Provide leadership or co-leadership on specific data analytics and research projects, as required

e Lead the creation of reporting dashboards, in consultation with RO leaders:

e Developing metrics and monitoring of key business outcomes for RO
e Ensuring alignment and reporting for the University strategic plan
e Developing metrics and monitoring to effectively support data-informed decision making and
fostering a strategic enrolment management culture by leveraging real time integrations with
systems and visualization tools
e Contribute to the development of strategic and operational plans in RO Systems and the RO

Data Warehousing and Infrastructure Development

o Work with IST on the design, implementation, and ongoing enhancement of data infrastructure
necessary to collect, store, report and analyze data and trends

¢ Develop the necessary models and projections to support strategic planning

o Development of data models, data definitions and reporting methodologies

e Ensure the team acquires, develops, and maintains knowledge of best practices and tools needed
for data acquisition, transformation, maintenance, and analysis.

Development and Digital Infrastructure Leadership

¢ Leads the Developer(s) in ensuring stakeholders’ requirements are designed, implemented,
supported and maintained while guaranteeing best practices are followed

e Ensure software development lifecycle best practices for coding, documentation and quality
assurance of any solution provided

e Leads creation and ongoing support of infrastructure for application development, production work
and databases

¢ Liaise with IST development and infrastructure teams in the planning and execution of University
wide projects

e Lead a consistent approach for all documentation, training and change management for all
development and technical change management activities

Client and Stakeholder Relationships and Support

e Guide the team in building positive, productive, and collaborative relationships within RO and across
the University.

¢ Create and implement a process on what and how data is used including who has access to the
data and ensuring privacy of information legislation is followed.

¢ Ensure an understanding of the importance and impact of data presented by developing a
comprehensive understanding of RO processes and expected outcomes to inform key performance
metrics

e Ensure development solutions to meet stakeholders' needs can be implemented, supported,
maintained while guaranteeing that best practices are followed

e Act as a consultant to ensure that various strategic issues and priorities are critically examined

e The incumbent is accountable for the custodianship of data within the portfolio including:

Ensuring the data has integrity for what it is being used for

Ensuring privacy rules are followed

Providing a documented understanding of data ensuring accurate interpretation

Ensuring the appropriate application of the data by establishing appropriate review and

approval processes.

Team Leadership
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e Provide overall leadership to the organization by personally championing the data and development
goals
e Participate in the creation of RO Systems goals and objectives
¢ Manage a small team of analysts, developers and coop students ensuring:
o Effective team dynamics
o Formal (performance appraisal) and informal feedback and coaching to team members
o Staff development plans are established
¢ Model a constructive and critical approach to investigation and analysis
e Mentor a positive and collaborative orientation among staff and colleagues.

*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 Bachelor's degree in mathematics, Computer Science, Statistics or equivalent education and
experience

Experience

e 3 years of progressively responsible leadership and/or management experience, including staff
performance management and development, demonstrating strong managerial and leadership
acumen and skills

e 3to 5 years of progressively responsible experience performing duties related to development,
data/statistical methods, applications, research and data analysis and reporting

e Demonstrated experience in creating business metrics at the organization unit

o Demonstrated experience in leading development practice of both enterprise technology and
custom solutions

Knowledge/Skills/Abilities

e Demonstrated ability to build collaborative relationships across large complex organizations

e Broad understanding of customization development of enterprise technology (including CRM), CMS
(Drupal) and other software development (HTML, PHP, MySQL/MSSQL, CSS, JavaScript)

e Broad understanding of analytical methodologies and statistical analysis

e Demonstrated facilitation and presentation skills and the ability to build consensus and demonstrate
diplomacy

e Strategic-planning proficiency, with evidence of critical-thinking and analytical skills to
enable the assessment of opportunities and contributions to change management.

e Excellent relationship management skills and strong communication skills ensure that insights are

shared effectively

Critical thinking skills and a natural curiosity to understand data relationships

Comfortable with predictive as well as descriptive analyses and narratives

Knowledge of a wide array of technical disciplines, including statistics, visual analytics, modeling

Demonstrated project management skills

Nature and Scope
e Contacts: Internally communicates across many RO units and other university departments for the
successful execution and integration of a variety of technical solutions (development and data
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analytics). This role also will work with the Registrar’s Office staff, Information Systems and
Technology (IST), Institutional Analysis and Planning (IAP), Faculties, Data Stewards, and Graduate
Studies and Postdoctoral Affairs (GSPA). External: provides clear written and verbal communication
with possible external vendors and audiences who may consume public data and reports. Strong
interpersonal and communication skills are required

Level of Responsibility: The Associate Director directs the work and provides day to day
management of a small team of analysts and a developer. The Associate Director has significant
influence and inputs to RO strategic plan, ability to influence university stakeholders for their reporting
or development needs

Decision-Making Authority: Incumbent has significant influence on the use of valuable sets of data
and decision-making authority on best practices of how to best provide data and development
solutions

Physical and Sensory Demands: High variety of issues and people, deadline-driven, changing
priorities and interruptions while meeting deadlines

Working Environment: Minimal exposure to disagreeable conditions typical of a position exposed to
stress and pressure associated with management-level responsibilities, intermittent work outside the
normal operating hours of the institution. The role works in a very fast paced environment with new
issues arising.



