WATERLOO

Job Description

Job Title: Director, Academic and Student Experience

Department: Science Undergraduate Office

Reports To: Associate Dean, Teaching and Learning

Jobs Reporting: Academic Services Coordinator, Academic Integrity Specialist, Academic

Officer, Student Engagement Officer, Program Development Officer,
Recruitment Coordinator

Salary Grade: USG 12
Effective Date: September 2025

Primary Purpose

Under the guidance of the Associate Dean, Teaching and Learning (ADTL) the Director, Academic and
Student Experience, plays a critical role in achieving the Faculty of Science's strategic priority in
enhancing student experience while providing critical support to undergraduate students as they transition
to university life. The incumbent participates in strategic planning and takes responsibility in carrying out
new strategic initiatives that will address Faculty-wide challenges relating to undergraduate student
experience. The Director, Academic and Student Experience, is the primary contact for Principal Advising
for students in crisis and return to campus students. The impact of this role is significant in that the
Science Undergraduate Office is expected to strengthen the University of Waterloo's position as a flagship
choice for undergraduate science education in an extremely competitive space, and to improve student
mental health and well-being..

Key Accountabilities

Strategic Planning and Project Implementation

e Provides the ADTL with strategic recommendations, confidential and strategic advice, and
implementation plans as they relate to undergraduate operations and student experience.

e Provides long-term continuity in planning and execution of strategic initiatives for the Science
Undergraduate Office, e.g. directs the Science Strategic Engagement Teams (SSET).

o Participates in and contributes to Faculty level strategic planning relating to undergraduate
experience; proposes strategies to improve students' experience and their well-being.

o Works in partnership with stakeholders across campus to design innovative solutions and execute
them across programs managed by the Science Undergraduate Office.

e Integrates services provided by the Science Undergraduate Office with those of other campus units
to deliver a cohesive and streamlined student experience, while reporting on the implementation of
strategic initiatives and embedding them into operational planning

o Communicates effectively with multiple, varied clients (senior leadership, faculty members, and
staff) to understand needs, scope project, update progress and present findings

o Builds relationships within the Faculty of Science and the wider university in support of SUO
objectives (Student Success Office, Counselling Services, Accessibility Services, Faculty

e counterparts)

o Conducts ongoing research and environmental scanning in support of planning process. Utilizes
data to inform strategic and operational decision-making by ADTL and Director, Undergraduate
Operations..
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Supports ADTL in cyclical review activity and analyzes the data provided by |AP for self-study.
Monitors assigned project schedules and timelines and is accountable for timely completion of
objectives and key results.

Liaises with and coordinates actions with stakeholders for strategic projects to ensure roles are clear
and actions are executed effectively.

Provides interpretation and application of University and unit policies, guidelines, and

practices.

Provides reciprocal support to the other SUO Director and attends meetings outside the

Faculty in their absence.

Student Advising

Monitors the academic progress of specific groups of students and provides outreach/academic
advising to students in academic trouble

Acts and Principal academic advisor for students in crisis

Maintains a continuous connection with Campus Wellness, ensuring students obtain immediate
support when presenting in distress

Communicates concerns of student wellness to the Associate Dean for an Inclusive and Safe
Science; Acts as a liaison for students needing an advocate

Supports the ADTL when needing to advise students banned

from campus

Supports the advising of Science students, as needed in periods of high demand, and works closely
with SUO Advisors

Ensures academic progression decisions are appropriately assigned in a timely fashion in
conjunction with the Director, Undergraduate Operations

Participates in scholarships and student award selection

Attends Science Petitions Committee as well as the sub-committee.

Internal and External Programs, and Outreach

Develops and implements integrated strategies for student recruitment, outreach, and science
contest programming

Aligns team goals with Faculty and University-wide enrollment and engagement objectives
Provides mentorship, performance management, and professional development to coordinate cross-
functional collaboration between recruitment, outreach, and contest team

Oversees planning and execution of recruitment events, science contests, and outreach activities
and ensure efficient resource allocation, scheduling, and risk management.

Oversees budgets for recruitment and contest operations, ensuring fiscal responsibility and
alignment with strategic priorities

Fosters relationships with internal and external stakeholders including faculty, staff, students,
alumni, schools, and third-party vendors

Leads continuous improvement initiatives using data-driven insights, feedback, and best practices.
Ensures adherence to university policies, health and safety standards, and data privacy regulations

Human Resource Management

Responsible alongside Director, Undergraduate Operations, for the management of staff, including
supervision, recruitment, training and development, performance management and evaluation,
promotion, professional development, retention, and the application of discipline/termination, as
required

Maintains employment files, work schedules, approves vacation in accordance with relevant policies
Oversees and ensures processes are in place for recruitment, hiring of temporary employees, co-op
students, etc
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o Establishes close working relationships and provides relevant training to academic advisors across
the Faculty of Science and ensure effective and efficient delivery of services to students

e Ensure processes are in place for recruitment, evaluation, and pay of temporary employees, co-op
students, and Teaching Assistants

o Recognizes the expertise of existing staff and motivates and engages to achieve common purpose
and best practice in service excellence

e Develops and implements strategies to build and maintain a high-performance team

e Provides strategic advice and high-level human resources management skills to develop, coach and
mentor the management team in the SUO. The incumbent develops processes, builds on

community and best practices to ensure operational efficiency

Communications

e Develops and executes annual communications plan and schedule to align with Faculty objectives
and guide strategic initiatives,.

o Oversees SUO and Faculty-level website content creation and new initiatives targeted to students,
faculty, staff, and pubilic.

o Works collaboratively with the Faculty Communications team to ensure all UW branding
requirements and guidelines are maintained.

e Ensures appropriate websites are updated to be supportive, relevant, and timely.

o Ensures the team provides timely, relevant, and accurate responses to student emails.

*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; Undergraduate degree in Science with post-graduate degrees, training,
certification or appropriate experience is preferred.

Experience

e 5 years of progressive academic experience with a thorough understanding of university rules,
policies and regulations.

o Excellent human resources management skills, and the ability to guide and develop staff and foster
team relationships.

e Strong management skills in leading and managing unique and complex situations.

e Demonstrated experience dealing with individuals facing mental health or emotional crises.

e Proven success and proficiency as a strategic thinker and change management expert, skilled in
creating, evaluating, and delivering evidence-based strategic recruitment or enrolment plans

e Significant experience with market research, the selection process for entrance scholarships, and
processing applications

o Demonstrated experience presenting cultural awareness and sensitivity to international delegates or
when addressing prospective students and influencers in international markets

Knowledge/Skills/Abilities

e Superior oral and written communication skills, including proficiency in public/promotional speaking
and the ability to write effectively, authentically, and in a manner consistent with the quality and
standard expected of university-level communications.

e Must be able to take ownership of projects for a duration of several months; utilize excellence in
independent judgment as priorities are challenged.
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Sound judgment, tact, diplomacy, and problem-solving abilities, and an ability to meet deadlines and
work in a fast-paced team environment with multiple stakeholders.

Proven ability to respond quickly and decisively in crisis situations in a calm, reasonable, and
empathetic manner.

Proven ability to exercise political savvy, influence, negotiate, and develop relationships at multiple
levels and across a wide range of personalities and functions

Demonstrated ability to create and maintain a positive, integrated, collaborative team environment.
Demonstrated ability to lead others without the benefit of a formal reporting relationship

Strong understanding of the student/customer lifecycle, demographics, and generational
characteristics

Strong knowledge of national and international education systems

Highly attuned to trends and directions within the postsecondary education sector, with a
demonstrated globally minded, innovative orientation

High-level understanding of trends and developments in international education, and evidenced
ability to come up with approaches to address challenges

Demonstrated comprehensive understanding of academic programs in science, procedures, and
policies at the undergraduate level

Demonstrated ability to create a safe and inclusive space for students; Training in sexual gender-
based violence support is preferred

Advanced use of MS Office 365.

Advanced understanding of data sources available to support Academic Advising, including ASIS,
Quest.

Demonstrated ability to undergo continual training in matters of changing policy, as well as changing
cultural trends

Ability to maintain confidentiality and demonstrates a sensitivity to diversity.

Demonstrated ability to resolve conflict actively and constructively and engage in difficult
conversations to find collaborative solutions.

Maintains updated training in sexual violence disclosure and mental health first aid.

Nature and Scope

Contacts: Internally, this position interacts with Faculty of Science faculty and staff: Science
Undergraduate Office personnel; Registrar’s Office; Office of the Dean of Science; Associate Dean for
Teaching and Learning; Associate Dean for a Diverse, Inclusive and Safe Science; Assistant Dean for
Undergraduate Policy; Science department staff and advisors; Waterloo International; Student
Success Office; Campus Wellness; AccessAbility Services. Externally, this position interacts with
students. Nature of interactions includes providing responses to questions, inquiries, complaints, and
requests for support.

Level of Responsibility: The position is responsible for managing staff and implementing curriculum
and policy change. Self-initiated, detail-oriented, strategic thinking is required. The position has
defined duties and responsibilities and is expected to work with minimal supervision and provide
guidance to others, including academic advisors and departmental staff.

Decision-Making Authority: Makes independent decisions regarding academic progression and
academic advisement. Responsible for hiring, training, and supervising staff. Responsible for
monitoring university policy and initiating changes to faculty policy. Continually provides input to
support decisions about the most effective and efficient methods of implementing project initiatives.
Refers matters to Director when necessary.
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Physical and Sensory Demands: Demands are typical of an administrative position that functions
within office and meeting environments. Exposure to a fast-paced service-oriented environment with
deadlines, changing priorities and large volumes at various times throughout the year.

Working Environment: Office based, regular working hours (some evening/weekend work required).
Periodic exposure to disagreeable conditions through work as Principal Advisor and work typical of a
leadership position exposed to stress and pressure associated with senior level responsibilities.



