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Academic Coordinator, Office of the Provost & Vice President, Academic
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4
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1241
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Office of the Provost & Vice President, Academic
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Manager, Office of the Provost & Vice President, Academic

Last Reviewed:

January 26, 2021


Job Purpose

The incumbent reports directly to the Manager, Office of the Provost & VP Academic. Primary
 responsibilities include coordination of Undergraduate Studies Committee, Academic Integrity, and the undergraduate program sections of the University Academic Calendar. A thorough knowledge of academic policies and awareness of changes in curriculum and policies is necessary for the incumbent to make decisions and recommendations.
Key Activities
Undergraduate Academic Calendar

· Responsible for maintaining the university’s official record of academic programs in the Undergraduate Academic Calendar. Ensures integrity of content and monitors for errors and omissions.
· Updates Academic Calendar content according to changes approved by Senate, Undergraduate Studies Committee, and Committee on Academic Personnel.
· Advises, consults and makes editorial recommendations to various departments.

· Coordinates the departmental proofing and submission process; establishes and
 controls flow of activity to ensure deadlines are met.

Undergraduate Curriculum

· Manages proposals to the Undergraduate Studies Committee for new and revised undergraduate curriculum.

· Reviews and evaluates applications prior to committee discussion.

· Consults with departments to provide interpretations of policies and procedures and makes recommendations for changes.

· Develops annual workplan and meeting agendas; organizes and participates in committee meetings and records minutes. Drafts reports to Senate.

· Works with Dean(s) in the development of changes and improvements to USC policy and procedures.
Committee Work

· Nominating Committee: Maintains records to facilitate the annual assignment of faculty to university committees; includes tracking individual faculty placements, preferences, sabbaticals and administrative appointments, and the roster of committees that require faculty representation. 

· Prepares meeting materials, attends meetings, participates in discussions and follows up as necessary with faculty. Prepares the final list for approval by Senate. 

· Notifies the Office of the Registrar of scheduling requirements for faculty. 


· Undergraduate Academic Policy Committee: Organizes and participates in meetings and records minutes. Drafts reports to Senate.

Academic Integrity

· Supports Deans in administering the Academic Integrity Policy.

· Advises on policies and procedures when consulted by Instructors or Chairs.

· Manages confidential correspondence, database and central repository of academic dishonesty records. 

· Prepares reports and data. When reports are received, determines appropriate division/school, sets up meetings with students when needed.

· Coordinates cases for decanal adjudication; compiles documentation and writes/drafts  all letters and reports.

· Liaises with the Office of the Registrar on academic dishonesty cases involving course withdrawal or transcript notations.
· Is aware of the procedures and deadlines for dealing with Academic Integrity cases and provides support to the Deans to ensure they are adhered to.
Other Responsibilities 


· HR Subcommittee Report – Faculty Report: Compiles and drafts monthly reports from the VP Academic Office to the Human Resources Subcommittee of the Board of Governors.

· Responds to general inquiries and provides information on academic policies and processes

· General Administrative Support: Provides general administrative support including, but not limited to, coordination and scheduling of committee meetings and appointments

· for the Provost, allowing for coverage during peak work times and absences.

· Performs other duties and special projects as assigned.

Education Required
· University Degree Honours
Experience Required
· Three to four years of administrative experience or a reasonable equivalent combination of education or experience in an academic environment, preferably a post- secondary institution.
· Knowledge of academic policies and procedures and familiarity with a university’s academic structure, organization and an understanding of a university’s academic cycle.
· Familiar with academic programming, degree, program and curriculum requirements (e.g., learning outcomes).

· Strong organizational skills with demonstrated experience in editing and proofreading; high level of attention to detail and accuracy required.
· Demonstrated ability to meet deadlines, prioritize and multi-task in a fast-paced work environment.
· Ability to take initiative, exercise sound judgement, and solve problems independently. 7. Excellent interpersonal, verbal and written communication skills with a high level of professionalism. 

· Proficiency using Microsoft Office Software (Word, Excel, Access and PowerPoint); experience using Trent-specific software (Colleague, IRIS and Drupal); and experience with AODA compliant document creation.
· Proficiency utilizing online portals and platforms (Zoom, Blackboard, SharePoint, OneDrive).
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