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Job Title: Student Engagement Officer

Department: Dean’s Office, Faculty of Environment

Reports To: Associate Dean, Undergraduate Studies

Jobs Reporting: Co-op Student(s), Student Transition Associate (part-time), Student Engagement
Associate (part-time), Student volunteer positions

Salary Grade: 8

Effective Date: April 2025

Primary Purpose

The Student Engagement Officer will develop and lead the faculty strategy on student engagement and
community development. This position develops, implements, and oversees student engagement
programming and student experience from matriculation until graduation. The incumbent is responsible for
non-academic advisement of students in the Faculty of Environment with a focus on first-year students
and student leadership roles. They are the faculty’s_primary contact for orientation and new student
transition. The incumbent serves as the Faculty of Environment point of contact for all incoming students -
providing attentive, timely, and personalized communication, support, and responses. This position takes
strategic and operational direction from the Associate Dean, Undergraduate Studies and Faculty
Undergraduate Operations Manager.

Key Accountabilities

Undergraduate Student Engagement

Develops strategic direction for matters relating to student engagement and success

Designs and implements co-curricular skill development workshops and resources for
Environment students that enhance student engagement and experience

Contact for all Environment student experience initiatives

Brings student perspectives and experience considerations to faculty leadership discussions.
Develop strategies to connect students with Faculty instructors, administrators and advisory staff
(Faculty of Environment), campus resources (e.g., Registrar’s Office, AccessAbility, Counselling
Services, Environment Peer Mentorship, Health Services, Centre for Career Action, Housing,
Student Success Office, etc.) and student success initiatives

Manage annual Student Engagement operating budget

Content expert for undergraduate current student webpages. Oversees content on ENV
undergraduate websites to ensure consistency, relevant up-to date information pertaining to
student engagement, transition, and student success.

Analyze and segment undergraduate audiences to target communication effectively.

Design and implement opportunities for undergraduate student recognition; manage existing
undergraduate recognition activities and related promotion

Lead process for valedictorian selection

Leads the planning, promotion and execution of reception for convocation award recipients
(Academic Achievement Awards, Alumni Gold Medal, Valedictorian, other awards) in
collaboration with Undergraduate Advisor and Student Success Officer.

Develop, implement and maintain criteria for student awards related to volunteer work, student
leadership, and community engagement in the Faculty, including new metrics and KPIs for
student leadership, mentorship, research engagement, volunteerism and similar

Develop and manage co-curricular award program for the Faculty
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¢ Integrate learning outcomes into each extra/co-curricular opportunity provided or supported by
the Faculty of Environment.

Student Transition and Retention

e Lead all aspects of first-year transition programming, including in-person and online events for

incoming students and their families, to ensure effective, personalized communication of information

and build connection/community for incoming students

Manage the environment peer mentor program including hire, train, and supervise peer mentors.

Lead and develop environment peer mentorship program modules.

Supervise Transition Associate and Engagement Associate (part-time positions)

Works collaboratively with Recruitment and MUR Faculty representative. Develop marketing

strategies to increase applications and retention to prospective students.

o Foster a sense of community and belonging for undergraduate students with an emphasis on first-
year students

e Lead, develop, and coordinate projects for Environment students in transition to first year university.

e Partner with the Student Success Office to design, distribute, and collect responses for the New
Student Transition experience survey. Analyze survey data and report findings to the Faculty
Undergraduate Studies Committee.

Student Leadership

e Coach and mentor Faculty student leadership positions, Environment Student Society executive
team, and departmental clubs and associations.

e Assess and provide Faculty endorsement for student events, projects, and initiatives.

o Regularly meet with Environment Student Society, program associations and clubs, and student
leaders to exchange updates on Faculty and student leadership initiatives, communications, and to
create new opportunities that support the broader student body.

¢ Manage Environment Student Society (ESS) and Faculty relationship. Build rapport with students
and strengthen faculty-student relations. Resolve day to day student concerns and
report/communicate to faculty leadership.

o Design and market student leadership opportunities in the Faculty.

Orientation

e Serve as the Faculty’s Orientation Advisor and be the Faculty representative on the University’s
Orientation Advisory Committee.

e Hire, supervise and coach 3-4 senior student positions and oversee the selection, training, and
workload of over 75 student volunteers, providing direction in the areas of training, evaluation,
program management and recognition. Ensures ongoing leadership and personal development for
student leaders.

e Act as supervisor and emergency contact for students during Orientation events.

e Collaborate with campus partners to develop and implement orientation programming, including, but
not limited to, other Faculties, Waterloo Undergraduate Association (WUSA), the Student Success
Office, Graduate Studies, and academic units.

o Evaluate the Faculty of Environment orientation and transition programs annually, provide
recommendations and strategic direction to the Faculty and campus partners.

e Hire, manage, supervise Student Engagement Associate (part-time)

o Manage Faculty Orientation budget

Community Initiatives

o Develop strategy for a roster of Environment Undergraduate events that support the strategic
objectives of the Faculty of Environment and develop a sense of community for all members.

o Co-lead faculty-wide strategy for community engagement
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Oversee multi-day ENVigorate festival designed to celebrate environment community in line with the
Faculty’s values and mission

Manage and lead committee portfolios including program development, talent recruitment, digital
media, catering, workshops, research, academic showcase, panel, communications, fashion show,
swap shop, business showcase, etc.

Manage ENVigorate festival co-chairs, ENVigorate Planning Assistant (co-op), and ENVigorate
budget

Collaboratively design new events and leadership opportunities to support an inclusive sense of
community

*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 (preferably Environment) required or equivalent education and experience

Experiencel

Previous experience in student engagement, communications or public relations role

Experience hiring and supervising student employees and/or volunteers

Basic to intermediate experience with development of content specific for website

Experience in the planning and execution of events.

Experience working as part of a team in an environment that require strong time management skills
and ability to adapt to a changing environment

Knowledge/Skills/Abilities

Familiarity with Environment academic plans.

Knowledge of SSO initiatives and programming, particularly as it relates to first year students
Excellent interpersonal skills required

Proven ability to manage a large volume of work with competing priorities and deadlines
Exceptional verbal and written communication skills

Proficient in MS Word, Excel, and PowerPoint.

Occasional evening/weekend work required

Nature and Scope

Contacts: Internally, interacts with Environment staff and current students including Associate
Dean, Undergraduate Studies, Associate Chairs/Directors, Senior staff in the Dean’s office
including the Executive Officer and Faculty Financial Officer, Counselling Services, Student
Success Staff, Athletics Staff, Co-operative Education and Centre for Career Action, Marketing and
Undergraduate Recruitment Staff. Externally, makes contacts with services and suppliers to deal
with, influence, and coordinate activities (e.g. food vendors), limited contact with parents of
incoming students. Works collaboratively with Faculty Communications Manager, Program
Academic Advisors, Student Success Office, Indigenous Initiatives Manager, Waterloo
Undergraduate Student Association, Registrar’s Office, Counselling Services, and Academic
Support Units. The incumbent will be the faculty representative on the Early Engagement working
groups and the University’s Orientation Advisory Committee. Initiate connections with counterparts
in other faculties to routinely discuss new initiatives and best practices. Work closely, support, and
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stay informed and connected with the ENV student societies and WUSA. A non-voting member of
the ENV Undergraduate Studies Committee, whose responsibility is to implement unit or Faculty
driven change affecting undergraduate academic plans and operation

o Level of Responsibility: Manage a faculty-wide function or process that is specialized but has no
direct reports.

e Decision-Making Authority: This position allows for unique and arbitrary decisions to be made,
without the necessity of requesting permission from my direct supervisor. The scope of decision-
making authority entails student co-op hires, student volunteer hires, ENV orientation programing
and management, Faculty event implementation and management, and communication and
student engagement strategies.

e Physical and Sensory Demands: Minimal demands typical of an administrative position within an
office environment. The event management of the role requires significant physical effort with lifting
and transportation of event equipment including furniture and tech equipment to various locations
on campus and within the community. The role requires set-up and takedown of event materials at
locations. Standing and walking in outdoor environments for extended times can be expected
during events.

e Working Environment: Standard office hours including occasional evening and weekend work
associated with student events and meetings. Some exposure to disagreeable conditions due to
conflict and student disputes.



