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JOB PURPOSE
Reporting to the Manager, Office of the Provost & VP Academic, this role requires knowledge and understanding of both academic and administrative units within the Provost’s diverse portfolio and the University. The Executive Assistant oversees/manages the Cyclical Program Review for all university degree programs and supports the administrative operations of the Office of the Provost & VP Academic. The incumbent is responsible for the administration of multi-faceted activities that include: supporting major university committees, search committees, assisting with budgets, office communications, scheduling, and special projects. The Executive Assistant acts as office liaison with the other Vice President offices, the President’s Office, and communicates regularly with associates from external governing bodies.

KEY ACTIVITIES
1. Oversight of Cyclical Program Review

Manages Trent’s comprehensive cyclical program review, assuring the quality of all programs leading to degrees as governed by the Ontario Universities Council on Quality Assurance (OUCQA). Acts in a consultative and advisory role; provides expertise and direction across the institution on cyclical program review.

Responsibilities include:

a. Provides explanation and interpretation of Trent’s Institutional Quality Assurance Policy (IQAP) to Deans, Chairs, Directors, and Administrative Assistants throughout the three to four year review process

b. Functions as the official custodian of all records for cyclical program reviews. Accountable for the completeness and accuracy of final documentation while adhering to Trent University’s IQAP as ratified by OUCQA

c. Prepares and maintains the Schedule of Cyclical Reviews, identifying the academic unit(s) responsible for each degree program. All degree programs must be reviewed every eight years minimum

d. Oversees and ensures timely completion of all principal cyclical review documentation: Self-Studies, Appendices, External Reviewers’ Report; Program and Decanal responses to External Reviewers’ Report, Final Assessment Report, and Implementation Report

e. Maintains a comprehensive list of all completion dates and deadlines for each step within Trent’s IQAP during reviews to ensure timely completion and submission

f. Invites and liaises with internal and external reviewers to organize documentation, travel and on-site/virtual visits

g. Prepares and submits all relevant reports to Trent University’s Senate and OUCQA

h. Collaborates and acquires program review supporting materials (Library Statements of Support, program specific data etc.) from internal departments to be incorporated into review documentation and ensures timely distribution to Deans and academic units

2. Quality Assurance Support

Provides support for the development of new degree programs and the Audit of the university’s quality assurance processes.

a. Assists with the formal audit of the University’s audit processes and compliance with quality assurance standards and meeting provisions as outlined in the University’s Institutional Quality Assurance Process

b. Functions as custodian of all records for new program and quality assurance audits. Accountable for the completeness and accuracy of final documentation while adhering to Trent University’s IQAP as ratified by OUCQA

c. Assists with Ministry submission of new programs by researching/confirming tuition fees, similar degree programs across Canada, and government data on the demand

d. Invites and liaises with external reviewers to organize documentation, travel and on- site/virtual visits

e. Drafts and updates correspondences and templates, while tracking due dates in correspondence to Ministry, OUCQA and IQAP processes.

3. Finance and Budget

a. Manages all financial transactions, including monitoring, processing purchase requisitions and expense reimbursements for the Office of the Provost Operating and Quality Assurance accounts. Provides estimations and information collected as part of the annual Budget Presentation to PVP.

b. Assists the Manager, Office of the Provost in the development of the annual operating budget and follows up as necessary.

c. Reconciles the Provost, Manager and Provost Office VISA statements monthly, ensuring all expense documentation, approvals, budget allocations, and online submission are accurate and complete.

d. Acts as purchasing agent for the Provost Office for all equipment, furniture & supplies, which includes liaison with suppliers, acquiring prices, processing orders and maintaining records and ensuring payment.

e. Prepares and processes expenditures, expense reimbursements, purchase requisitions and other charges to the Provost accounts using online software (Chrome River; online budget and requisition software).

4. Major University Committees

Provides administrative support to several major university committees; level of support varies from committee to committee.

a. Committee Secretary for the Cyclical Program Review Committee (CPRC – biweekly meetings) and Faculty Board (FB – monthly meetings)

b. Provides support for: Committee on Academic Personnel (COAP – biweekly meetings), Provost Planning Group (PPG – biweekly meetings), and Academic Budget and Planning (AP&B – biweekly/monthly meetings).

c. Develops yearly meeting schedules, work plans and agendas; liaises with senior members of administration; drafts and coordinates documentation for all major university committees under the purview of the Office of the Provost.

d. Initiates call for agenda items, compiles agenda packages, posts meeting materials, sends meeting reminders, books meeting rooms/provides Zoom links and website postings. Provides follow-ups as necessary with internal and external departments including, VP offices, University Secretariat’s Office, Deans, Chairs and Directors.

e. COAP: Provides support to the secretary of COAP, requests and receives files for Tenure, Permanency, Reappointment, Promotion, and Sabbaticals, posts material to Sharepoint Portal, and arranges for members of COAP to review files. Follows up with secretary to assist with preparing letters after meetings and updating COAP website pages. Oversees and maintains the University Tenure, Permanency and Promotion Criteria SharePoint Library.

5. Administrative Support & Special Projects

Provides administrative support by providing information and assistance ensuring the effective use of time and resources.

a. Organizes and manages the day-to-day activities (complex and comprehensive) of the VP Academic, coordinates and schedules meetings using an electronic calendar; organizes travel arrangements (including securing international travel VISAs, managing letters of invitation, preparing travel itinerary, researching cultural and societal travel advisories, etc.). Works closely with other senior administrative offices (Office of the President, University Secretariat, Dean’s Offices, etc.) in the coordination of meetings and the VP’s time.

b. Manages the VP’s electronic correspondence including the downloading of materials for the Board of Governors, Senate, and other senior administrative committees as well as maintaining list serve material.

c. Assists the VP in the timely management of all communications, consulting with the Manager, Dean’s Office, VP Offices, Human Resources on matters which require interpretation and application of University policies. Drafts letters, memos, emails and website content for internal faculty, staff, students, and external partners, associations, government agencies and the general public.

d. Act as back-up and support to the Manager and Academic Coordinator in the Office of the Provost including attending meetings in absence of Manager or as directed

e. Special Projects and Other Duties. Assists in the planning of special projects and initiatives on behalf of the VP and Manager including:

· Coordinates working groups, search committees and ad hoc committees.

· Conducts independent research and data collection (e.g., Library Structure, Anti-

Racism Task Force)

f. Processes and reviews items for signature in timely manner, i.e., Hiring Request Forms, articulation agreements, placement agreements. Informs Manager of errors or inconsistencies with policies and practices.

g. Maintains complete and comprehensive electronic filing system of all relevant files, documents and correspondence relating to the Office of the Provost including, committee minutes, personnel files, official agreements, dean searches, and much more.

h. Receives and refers complaints to the appropriate portfolio for action and follow-up.

i. Builds effective relationships and collaborates with all administrative and academic departments. Acts as first point of contact when greeting guests.

j. Maintenance of office equipment, and completion of annual equipment inventory report.

k. Completes other duties as required.

6. Information and Technology Support

a. Develops and maintains web pages using website software provided by Communications (Drupal). Liaises with Communications to resolve technical and formatting issues.

b. Maintains an advanced capability in information technology required for the effective functioning of the office including Zoom, Microsoft Teams and OneDrive

c. Develops and maintains internal file sharing structures including: Share Drive, OneDrive, Dropbox and SharePoint Portals (Tenure, Permanency and Promotion Criteria Library and major committees within Office of Provost).

d. Administers the network share drive using the group manager system provided by Information Technology.

e. Coordinates printing services, including administration, responding to issues, communicating with outside vendors and internal partners as necessary to resolve issues.

f. Provides regular support for any daily tasks or projects related to systems support.

Education Required
University Honours Degree (4 year). A degree in Business Administration, Communications or Quality Assurance is an asset.

Experience Required
1. Five years of progressively responsible experience in administrative support positions, preferably in a post-secondary educational institution. Experience working with academic faculty and/or experience in quality assurance will be given preference.

2. An understanding of university governance, operations and culture is essential, including knowledge of the various constituencies within the Trent University environment and their influence on decision making at the executive level.

3. Familiar with academic and general university policies and procedures.

4. Familiar with a university’s academic structure, organization and an understanding of a university’s academic cycle.

5. Ability to take initiative, exercise sound judgement, and solve problems independently.

6. Strong organizational skills with the ability to prioritize and multi-task. High level of attention to detail and accuracy required. Demonstrated ability to meet deadlines in a fast-paced work environment.

7. Excellent interpersonal, verbal and written communication skills with a high level of

professionalism and diplomacy.

8. Proven experience handling confidential and sensitive issues.

9. Proficiency in using Microsoft Office Software (Word, Excel, Access and PowerPoint) and experience using Trent-specific software (Colleague, IRIS and Drupal).

10. Proficiency utilizing online portals and platforms (Zoom, Blackboard, SharePoint, OneDrive) and demonstrated ability to assist with technical problems and learn new technology as required.

11. Experience with AODA compliant document creation and website development maintenance using Drupal.


