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Job Title: 		Articulation & Transfer Pathways Assistant 
Job Number:			A-429 | VIP: 1695		
Band:			OPSEU-5				
Department: 			Trent University Durham					
Supervisor Title: 	Vice President, Trent University Durham
Last Reviewed:			October 21, 2026

JOB PURPOSE:
Under the guidance of the Team Lead, Articulation & Transfer Pathways, and general supervision of the Vice President, Trent University Durham, the Articulation and Transfer Pathways Assistant provides support for processes related to the development and maintenance of articulation agreements and transfer pathways. 
Key Activities:
Tracking & Record Keeping
· Maintains Trent’s inventory of articulation and joint-program agreements including monitoring/tracking schedule of agreement development, review and expiry, communicating review requirements with Team Lead, Articulation and Transfer Pathways and ensuring records are accurate.
· Monitors internal and external curriculum changes, identifying need for agreement review, maintaining records of external curriculum, and identifying other changes that may impact agreements.
· Monitors press releases, social media and other outlets to flag relevant information and initiatives from within the sector.
· Conducts audits of internal and external databases and resources to ensure accuracy.
Administration & Technology
· Sorts and prepares documentation for assessment and mapping of external curriculum, conducts initial transfer credit audit for new and renewal agreements and assists in the distribution of course materials for transfer credit assessment. 
· Adds new agreements to the Ministry of Training, Colleges and Universities’ ON Transfer database, and updates agreement listings, as required. 
· Coordinates staff availability to schedule multi-institutional meetings for pathway and articulation projects, supports the development of materials and coordination of logistics, attends meetings and records notes, as required and produces formal meeting minutes, flagging and documenting action items and required follow-up.
· Maintains contact files and distribution lists. 
· Assists in the collection of statistics and data regarding internal agreements, projects, and existing partnerships at other institutions.
· Assists in the maintenance of internal and external resources, such as the Academic Calendar, Transfer viewbook and Transfer webpage.
· Providing support for the Team Lead, Articulation and Transfer Pathways and Vice President, Trent University Durham, as required.  
Communication:
· Responds to inquiries from students, staff and the public to provide information about articulation agreements and pathways and refers inquiries, as required.
· Requests and tracks the assessment of external course materials from departmental contacts, following up as needed on outstanding evaluations. 
· Maintains consistent communication with Team Lead, Articulation and Transfer Pathways and collaborates on tasks.
Education Required:
· Three (3) year General University Degree.
Experience/Qualifications Required:
· Two (2) years of administrative experience. Preference will be given to candidates with experience in a postsecondary environment. 
· Knowledge of academic programming at both the college and university levels is considered an asset. 
· Superior administrative and organizational skills. Strong attention to detail and accuracy is essential.
· Excellent oral and written communication skills.
· Demonstrated ability to work both independently and cooperatively.
· Word processing/computer knowledge and experience essential, including expertise with Microsoft Office Suite, e-mail and databases.
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