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Job Title: 

Administrative Coordinator (CUPE)


Job Number: 

X-253






Band: 

4
NOC:

1241



Department: 

Office of the Dean of Arts and Science (Humanities, Social Science, Science)





Supervisor Title: 

Manager Office of the Dean of Arts and Science (Humanities, Social Science, Science)


Last Reviewed:

October 8th, 2019


Job Purpose

Reporting to the Manager of the Dean of Arts and Science, provides complex administrative support to three Deans (Science, Social Sciences and Humanities) and guidance to over 20 undergraduate departments, their chairs, faculty and AAAs. The job provides onboarding & training assistance to the departmental Academic Administrative Assistants. This position is responsible for the administration of multifaceted activities including: organizing and executing assignments and deadlines relevant to collective agreements and the monitoring of specified budgets and financial statements. This role assists the Manager, Office of the Dean of Arts and Science with the smooth running of the office and is the back-up representative for the Manager at meetings during a period of absence.  

Specifically, this position will be responsible for: 1) Financial oversight of specified budgets – AA/Lab demonstrators, Teaching Support and approval of biweekly timesheets, CUPE instructional; tracking and confirming salary amounts for CUPE 1 and CUPE 2 positions, payroll audit – review of monthly budget statements and initiates corrections with payroll; 2) Teaching Support (for TUFA and CUPE marking assistance); 3) Management of CUPE Faculty Human Resource Initiatives (job postings, hiring processes, recommendations, appointment letters, acceptances, and Right of First Refusals); 3) Prize and Scholarships – manages specified prize and scholarship processes/competitions; and 4) Information Management (maintenance of office website and faculty personnel files).

Key Activities

Financial Oversight

· Responsible for managing two Arts and Science division staff resourcing budgets.  These budgets support TUFA and CUPE 1 instructors in the in-class room deliverables and marking and grading, by hiring both CUPE 1 and CUPE 2 staff.

· AA\Lab Demonstrators (450K);

· Teaching Support Fund (300K).   

· Biweekly Timesheets - Responsible for the approval of biweekly timesheets and notifying departments if overspending or errors in billable hours are noted. Submit approved timesheets to Payroll by the pre-determined Payroll Office deadlines (every 2 weeks).

· Tracking and confirming salary amounts for CUPE 1 and CUPE 2 positions

· Payroll Audit - audit, inquire and submit adjustments required to correct financial transactions in error on the monthly ledger. Ensure payroll related activities are accurate and completed; attention to detail and accuracy required to flag potential errors that need adjusting.

· Calculate CUPE 1 stipend adjustments in October and February for the Instructional budget.

Teaching Support (TUFA and CUPE)

· Communicate, synthesize and vet Departmental Chairs teaching support requests to ensure compliance with both TUFA and CUPE 1 Collective Agreements.

· Collaborate with the Manager, Office of the Dean Arts and Science in determining fund allocation as per Collective Agreement rules.

· Communicate and disperse teaching support allocation outcomes to the Managers of the School of Education and Professional Learning, School of Nursing and Director of Academic Operations Durham campus.

CUPE – Human Resources

Job Postings/Advertisements 

· Assess and approve submitted CUPE 1 Lab demonstrators, Marker Graders and CUPE 2 Academic Assistants, Student Markers job postings, to ensure the advertisement is compliant with the Collective Agreement and within allocated budget amount. 

· Consult with department AAA if concern is noted and evaluate if correction is required.

Hiring Approval Process and Recommendations 

· Review of hiring processing for compliance with CA.  Works with the hiring manager to ensure completeness and accuracy of the hiring approval process; responsible for following-up and obtaining the necessary OPSEU and or Graduate Studies approvals. 

· Ensure appropriate approvals are received for OPSEU hires or PhD appointments versus Post- Doctoral hire.

· Review of candidate being recommended to ensure eligibility and qualifications. Evaluate Curriculum Vitae and CUPE 1 hiring recommendations to assess if CUPE 1 candidate has internal hiring status and follows Employment Insurance limitations if hired.  

· Verify CUPE 1 workload status to comply with Collective Agreement

· Assess eligibility for a CUPE 2 hire as a CUPE 1 hire, by consulting with the Graduate Studies Office to determine stipend outcome and approval to hire by following the Collective Agreements.

· Evaluate CUPE 2 hiring recommendations to assess eligibility to hire, hourly pay rate, working and study permits (if required), and has received budgetary approval. [Quantity of CUPE 2 hires +/- 225]

· Verify if candidate is eligible to work in Canada; reference checks have been completed and has received budgetary approval.

Appointment Letters and Acceptances

· Prepare CUPE 1 Letter of Offers. Communicate Letter of Offers to CUPE 1 candidates

· Calculate and verify salary amount or stipends for various positions, e.g., Workshop Leader stipend based on section enrolment.

· Verify vacation entitlement if OPSEU hire. [Quantity of received recommendations between +/- 670, exclusive of Durham, Education and Nursing]

· Receive and process acceptances for CUPE 1 hourly staffing and update associated budgets.

· Create new colleague accounts and update the colleague database with CUPE 1 hires.

Right of First Refusals

· Manage ROFR request and official files.

Information Management Support

· Website Management– Responsible for the creative and content planning direction, by collaborating with the three individual deans, Manager Office of the Dean and Science, Office of the Provost, and Marketing and Communication.  Responsible for updating general content as needed. Collaborate with information owners (policies, forms, individual dean pages) to determine if information requires updating. Responsible for posting CUPE and TUFA job advertisements to the University Human Resources website. 

· Faculty Personnel Files – Responsible for creating, organizing and maintaining CUPE faculty personnel files as per the Collective Agreement.

Prize and Scholarships
· Responsible for administering four awards/scholarships: Ashley Fellowship, Zobel Award, James Middleton Essay Prize and the Marion Fry Scholarship.

· Responsible in initiating, planning and executing the Prize and Scholarship submission and review process with faculty, Financial Aid and scholarship donor(s). 

· Plan and implement awareness campaign to encourage submission interests.

· Ensure submissions meet qualifying criteria prior to distributing files to selection committee.

· Organize prize recognition ceremony, by coordinating event space, catering, attendee list, financial award and certificates.

Administrative Support
· Point of contact for faculty, staff, students and visitors and provides direction and guidance on administrative and operational functions.  

· Manuals - Support Manager, Office of the Dean Arts and Science in preparing/developing Chair, Faculty and CUPE instructor manuals. Responsible for maintaining and further development of AAA calendar/manual.

· Guide and interpret Collective Agreements questions (TUFA, CUPE 1, and CUPE 2) for departmental chairs, faculty and staff.

· There are peak times of work so it will be important to cross train both positions to allow for balance of work load and to cover absence of the other administrative coordinator. 

· Attend meetings in absence of Manager, Office of the Dean Arts and Science or as directed (Decanal Level meetings).

· Assesses requests and provides direction or seeks additional information.  Manages all situations with utmost professionalism, confidentiality and discretion.

· Arrange room bookings and if required organizes catering services. 

· Responsible for special projects and other duties as required.  

Education Required

University Degree – Honours

Experience Required

1. Four years general administrative experience 

2. Three years experience in a unionized academic setting – familiarity with TUFA, CUPE 1 and CUPE 2 Collective Agreements

3. Familiar with Employment Standards Act and Trent Human Resources Policies and Procedures

4. Familiar with Trent’s Academic Programming Life Cycle (staffing plans, sabbatical process, academic calendaring, academic scheduling and registration procedures, departmental chair’s workflow)

5. Familiar with Trent Academic policies and procedures

6. Intermediate computing skills in using Excel, Word, Drupal, OneDrive

7. One year experience using Trent-specific software: IRIS, Colleague/Elucian, HRIS System VIP, MyTrent remote access and or Virtual Private networking

8. Experience with AODA compliant document creation

9. Experience working in a confidential environment requiring tact and diplomacy

10. Ability to communicate with senior level management

11. Ability to make decisions under pressure 

12. Demonstrated ability to take initiative, to use good judgment, to work independently and as a team member in a complex and multi-faced work environment

13. Ability to multi-task, in a deadline oriented, high volume, fast paced and dynamic environment

14. Ability to stay focussed and detailed oriented in a noisy and disruptive setting. 
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