WATERLOO

Job Description

Job Title: Academic Policy and Administrative Coordinator
Department: Faculty Office, Health (HLTH)
Reports To: Reports directly to the Administrator, Faculty Relations and Appointments

Reports functionally to:

Associate Dean, Undergraduate Studies

Supports the Chair of the Health and Well-being Committee
Associate Dean, Research

Jobs Reporting: Undergraduate co-op student
Salary Grade: USG 6
Effective Date: November 2025

Primary Purpose

Provides administrative support, and coordination of student-focused initiatives. This position
predominantly oversees the Academic Integrity processes and coordination of student correspondence on
behalf of the Associate Deans of the Faculty of Health, ensuring efficient workflow, policy compliance and
timely decision-making.

Key Accountabilities

Academic-Integrity, Policy Governance and Records Management

e Supports the administration of student discipline cases, grievances, and appeals processes in
alignment with University Policies 33, 42, 46, 70, 71, and 72 under the direction of the Associate
Deans of the Faculty of Health.

e Liaises with the Registrar’s Office, the Graduate Studies and Post-Doctoral Affairs, and the
Associate Provost Students Office for interpretation of policy compliance.

¢ Maintains confidential records and monitors progress of cases to support fair and consistent
policy administration.

¢ Identifies procedural gaps and contributes to the continuous improvement of faculty-level policy
administration.

e Ensures student discipline practices are consistent with the University policies.

e Coordinate all Faculty of Health student absences as self-declared in the University’s absence
database reporting edge cases to the Associate Dean for approval.

Administrative Coordinator for the Associate Deans:

e Provides administrative support, and acts as liaison between Associate Deans, faculty, students
and university administration

e Leads the planning and strategic coordination key faculty events, including the Recognition
Reception

e Coordinates Faculty-wide processes such as Affiliation Agreements and research award
competitions (e.g. Hallman Fellowship, Undergraduate Research Experiential Fund)

¢ Assists with maintaining faculty resources and online materials in compliance with accessibility
standards in accordance with Accessibility for Ontarians with Disabilities Act (AODA)

e Flags volunteer and community leadership applications, in coordination with the Student Transition
and Engagement Officer, to determine student eligibility.
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Faculty-wide and Initiatives

Maintains web content and ensures content compliance.

Contributes to budget planning and fiscal oversight for committee initiatives

Participates with Health and Well-Being committee to plan and implement committee initiatives
Coordinates the recruitment and supervision of co-op student(s) that assist with events and
initiatives.

Provides planning and support for faculty-related events.

Required Qualifications

Education

Bachelor’'s degree and/or equivalent combination of education and experience required.
2 years experience with university policies and procedures

Experience

1 — 3 years of administrative experience, preferably in post-secondary education environment
Proven ability to maintain accurate records, safeguard confidential information, and ensure
compliance with University policies and privacy legislation.

Thorough knowledge of university policies (33, 42, 46, 70, 71, and 72) and procedures related to
academic integrity and discipline.

Experience with UW software (Waterloo Content Management System (WCMS), Campus Incident
System (CIS), LEARN, and Quest) considered an asset.

Supervisory experience an asset

Experience coordinating meetings, planning and executing events

Demonstrate initiative, work both collaboratively and independently with minimal supervision
Use sound judgment, tact and diplomacy maintaining confidentiality in all interactions.

Proven ability to balance conflicting demands, prioritize and adhere to deadlines

Knowledge/Skills/Abilities

Strong organizational and time management skills with the ability to prioritize multiple tasks
Keen attention to detail.

Excellent written and verbal communication skills writing to a varied audience

Proficiency in standard office software (e.g., WCMS, MS Office and calendar management for
others)

Familiarity with Teams, Cloud storage,and hybrid meeting technology, an asset

Nature and Scope

Contacts: This position requires regular interactions with staff, faculty, and students within the Faculty
of Health and across campus. Key contacts include the Undergraduate Student Team,
Communications Team, Graduate Coordinators, Student Advisors, Finance, and the Undergraduate
Operations and Events Manager, as well as colleagues in Associate Provost-Students, CEE, GSPA,
Office of Research, and the Registrar’s Office.

Level of Responsibility: The position is responsible for specialized administrative tasks, routine
operational support and event coordination.

Decision-Making Authority: The incumbent interprets and applies academic policies and oversees
the academic integrity, discipline, and appeal process. Determines required information,
documentation, and actions approved by Associate Dean. Aids decision making as a liaison for the
Dean’s Office for event planning and special initiatives.

Physical and Sensory Demands: Typical office-based work with minimal physical or sensory
demands
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* Working Environment: Standard office environment, with deadline pressures to be balanced with the
demand for thoroughness and accuracy. Able to prioritize multiple simultaneous demands and files.
This position has occasional evening or weekend work. Psychological Risks; interactions may include
at-risk students experiencing academic or personal challenges.

*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.



