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Job Title: 		Team Lead, Articulation & Transfer Pathways
Job Number:			A-428 | VIP: 1694			
Band:			OPSEU-11				
Department: 			Trent University Durham					
Supervisor Title: 	Vice President, Trent University Durham
Last Reviewed:			October 21, 2026

JOB PURPOSE:
The Team Lead, Articulation & Transfer Pathways coordinates articulation and credit transfer pathway development, implementation and administration with a particular emphasis on enhancing articulation agreements with Ontario colleges and international academic partners. Coordinates other projects and initiatives relevant to articulation and credit transfer pathways, including data collection and analysis and oversight of the Credit Transfer Intuitional Grant (CTIG) provided by the Ministry of Colleges, Universities, Research Excellence and Security.
Key Activities:
Pathway Development & Maintenance
· Pursues, initiates and develops and coordinates new articulation, pathway, and joint program initiatives with Ontario colleges, and other Canadian or international partners, as directed by Trent International and other institutional leadership.  
· Oversees Trent’s inventory of articulation and joint-program agreements and the tracking of agreement development, review, and expiry schedule. 
· Oversees monitoring of internal and external curriculum changes, facilitates assessments and updates, renegotiates agreements, manages cohort variations within agreements, manages external curriculum tracking and maintains records of cohort-based transfer credit blocks for each agreement.
Sector Engagement
· Develops and maintains relationships with key external partners, including partner institutions, the Ontario Council on Articulation and Transfer, the Pan Canadian Consortium on Admissions and Transfer, and the Ministry of Colleges, Universities, Research Excellence and Security and participates in external committees including College Program Advisory Committees and Ontario Council on Articulation and Transfer groups. 
· Coordinates logistics for multi-institutional meetings for pathway and articulation projects, attends meetings and ensures the production of materials, draft reports, and meeting notes, as required.
· Coordinates college information sessions, focus groups and other events in support of specific transfer programs and initiatives, in collaboration with staff in Recruitment and Admissions. 
Budget Management
· Oversees the Credit Transfer Institutional Grant (CTIG) provided by the Ministry of Colleges, Universities, Research Excellence and Security including allocating funds for institutional projects, ensuring expenditures and salary costs comply with Ministry guidelines, monitoring/tracking spending and re-delegating funds as required. 
Research & Analysis
· Collaborates with Institutional Research to maintain articulation and transfer reports, and monitors trends to determine partnership opportunities, areas of growth and pathway success.
· Recommends feasibility and quality of partnerships and areas of growth based on curriculum mapping, enrolment data, program synergies and sector trends.
· Responds to concerns about issues relating to unique pathways, partnerships or circumstances and identifies solutions, consulting leadership, as required.
· Monitors performance of students transferring to Trent University through articulation agreements and pathways, and recommends review of current agreements to better foster student success, if required.
· Identifies opportunities for external funding or activities related to articulation agreements and transfer pathways and supports departments in the completion of funded credit transfer project applications, reports and activities. 
Communication & Reporting
· Produces Credit Transfer Institutional Grant (CTIG) annual plans and reports for submission to the Ministry of Colleges, Universities, Research Excellence and Security.
· Produces reports on student success and participation in transfer-credit programs, comparing similar programs across colleges, and the number of students using specific transfer agreements, as required.
· Oversees the maintenance and accuracy of internal and external resources, such as Academic Calendar listings and Trent’s transfer viewbook, ensuring departments have the information required to properly support prospective and current students, process applications and apply transfer credits.
· Provides detailed information to the public, students and staff regarding articulation agreements and transfer pathways, provides consultation about agreement text to internal and external stakeholders and refers inquiries when necessary. 
· Provides day-to-day support and guidance to the Articulation and Transfer Pathways Assistant (Lead Hand). delegating tasks, providing training, and ensuring accuracy of work.
Technology & Administration
· Oversees the maintenance of Trent’s pathway agreements on the Ministry of Colleges, Universities, Research Excellence and Security ON Transfer database including monitoring review timelines, revising/updating records of existing agreements, and adding new agreements. 
· Maintains Trent’s internal transfer credit database for pathway transfer credit blocks and individual course equivalencies. 
· Maintains the Transfer Agreement webpage, ensuring up-to-date and accurate information.
· Oversees the maintenance of the Articulation and Transfer Pathway internal database for accurate tracking, reporting and contact purposes.
Education Required:
· Four (4) year Honours Bachelor’s Degree.
Experience/Qualifications Required:
· Three (3) years of administrative experience in a post-secondary environment required. Experience and knowledge with academic programming in the college and university sectors preferred. 
· Experience with programming that must meet regulatory and/or programming requirements.
· Superior administrative, organizational skills with strong attention to detail. 
· Excellent interpersonal and communication skills with ability to represent the university professionally in interactions with internal and external communities.
· Demonstrated ability to work cooperatively with others in a complex work environment.
· Self-starter with the ability to work independently.
· Demonstrated negotiation and problem-solving capability.
· Web researching and word processing/computer technology skills (Microsoft Office Suite, Datatel and Drupal).  
· Must be able to work flexible hours and to travel, primarily within the Greater Toronto Area, as required. 
· Must hold a valid Ontario (or equivalent) Class ‘G’ Driver’s License, with three (3) years driving experience and a good driving record.
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