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Job Title: 		Experiential Learning Coordinator (Undergraduate)
Job Number:			A-431 | VIP: 1699		
Band:			OPSEU-8							
Department: 			Trent University Durham						
Supervisor Title: 	Manager, Community Engagement
Last Reviewed:			April 30, 2026

JOB PURPOSE:
The Experiential Learning Coordinator (Undergraduate) supports the development, coordination, and delivery of experiential learning opportunities primarily across undergraduate programs at Trent University Durham GTA, while also providing support for graduate experiential learning activity as required. The incumbent manages the full lifecycle of experiential learning, including employer and community engagement, student preparation, placement coordination, and post-placement evaluation.
The role serves as a key point of contact for students, faculty, and external partners, ensuring alignment with academic requirements and program objectives. The Coordinator contributes to the identification and development of new experiential learning opportunities, supports inclusive student participation, and ensures compliance with institutional, academic, and risk management requirements.
Key Activities:
Placement & Program Coordination
· Actively collaborates with faculty and program administrators to coordinate field placement across both undergraduate and graduate programs at the Durham campus. Including confirming course requirements, student eligibility, and placement capacity prior to each academic term
· Enters, organizes, and tracks placement data in systems such as Orbis, Blackboard, and Excel, including student records, placement assignments, host organization details, and completion of required documentation such as waivers, risk forms, and learning agreements.
· Liaises with faculty, students, and host organizations to confirm placement details, including start/end dates, supervision arrangements, onboarding requirements, and evaluation expectations.
· Reviews and updates course-specific placement requirements (e.g., prerequisites, documentation, onboarding steps) and ensures this information is accurately reflected in Blackboard, Orbis, and student-facing communications.
· Posts and maintains placement and volunteer opportunities submitted by host organizations, ensuring they meet program requirements before being made available to students.
· Guides students and host organizations through the full placement cycle, including job posting, student application, employer screening, interview coordination, and tracking of offers and acceptances.
· Coordinates classroom visits and information sessions to explain placement expectations, timelines, required documentation, and system navigation to students.
· Receives and reviews requests from organizations seeking student placements, determines suitability based on program criteria, and either facilitates or redirects inquiries appropriately.
Employer & Community Engagement 
· Conducts direct outreach to community organizations, non-profits, and public sector employers to identify placement opportunities aligned with undergraduate and graduate course requirements, including cold outreach, follow-ups, and participation in community events.
· Meets with prospective and returning host organizations (virtually or in person) to explain placement processes, student capabilities, timelines, and expectations related to supervision and evaluation.
· Works with employers to draft or refine placement descriptions, ensuring responsibilities are appropriate for undergraduate and graduate students and align with course learning objectives.
· Maintains detailed records of employer interactions, including meeting notes, opportunity status, and follow-up actions within the employer database and Orbis system.
· Collaborates with Careerspace and other university units to identify employers already engaged with Trent who may be suitable placement hosts.
· Participates in networking events, community meetings, and campus events to promote experiential learning opportunities and strengthen employer relationships.
Student Support & Preparation
· Provides one-on-one support to students throughout their placement search, including reviewing resumes, discussing placement options, and advising on application strategies.
· Delivers structured workshops and information sessions on resume writing, job search strategies, interview preparation, and workplace expectations specific to placement requirements.
· Responds to student inquiries regarding placement requirements, timelines, onboarding steps, and documentation, ensuring clear and consistent communication.
· Notifies students of non-academic requirements, including police checks, immunizations, confidentiality agreements, and agency-specific onboarding requirements.
· Supports students in identifying appropriate placement opportunities based on academic program, interests, and career goals.
· Conducts targeted outreach to under-represented students to support participation and ensure equitable access to experiential learning opportunities.
· Assists students in preparing for employer interactions, including interview preparation, communication expectations, and professional conduct in workplace settings.
Monitoring, Issue Resolution, & Evaluation
· Acts as the primary contact for issues arising during placements, including performance concerns, role clarity, attendance issues, or workplace challenges.
· Communicates with both students and employers to assess issues, gather information, and determine appropriate resolution strategies.
· Escalates complex issues to faculty or appropriate university offices where required.
· Follows up with employers to ensure completion of student evaluations and confirms that feedback is shared with students where appropriate.
· Tracks placement participation, completion rates, and issues to support reporting and continuous improvement.
· Conducts check-ins with students and/or employers during placements to monitor progress and address concerns proactively.
Administration, Systems, & Documentation
· Updates and tracks affiliation agreements and assists with the signing process, ensuring all required documentation is complete prior to placement start dates.
· Maintains electronic and hard copy filing systems for student records, placement documentation, employer agreements, and risk management forms.
· Develops and updates placement forms such as student request forms, employer intake forms, evaluation templates, and incident reporting documentation, ensuring consistency across programs.
· Reviews and submits required insurance and CEWIL documentation to Risk Management.
· Coordinates room bookings and logistics for placement-related events, workshops, and employer sessions.
· Maintains the experiential learning website and ensures that placement-related content is current and accurate.
· Supports technical issues related to Orbis and the Student Experience Portal, including assisting students and employers with account setup, job postings, and application processes.
· Tracks and reports on placement activity, including number of placements, employer participation, and student engagement metrics.
Integrated Experiential Learning Cycle
· Coordinates all stages of the experiential learning process, including employer outreach, opportunity development, student preparation, placement matching, monitoring, and evaluation.
· Works with faculty to ensure that placement opportunities align with course objectives and learning outcomes.
· Coordinates closely with Experiential Learning Coordinator (Graduate) to ensure seamless communication, outreach, and collaboration with internal and external partners throughout the placement cycle
· Identifies gaps in placement availability or process efficiency and proposes adjustments to improve delivery.
Education Required:
· Honours Bachelor’s Degree (4 year).
· Degree in a relevant field such as Social Sciences, Business, Education, Humanities, Community Development, or a related discipline.
Experience/Qualifications Required:
· Two (2) years of progressive experience in experiential learning, program coordination, student services, or a related field within a post-secondary or comparable environment.
· Demonstrated experience coordinating multi-step programs or processes involving students, faculty, and external partners, including managing timelines, documentation, and competing priorities.
· Experience supporting work-integrated learning activities such as placements, community-based learning, internships, or co-curricular experiential programs.
· Knowledge of experiential learning theory and practices, including service learning, work-integrated learning, and community-engaged learning models.
· Experience supporting student development and career readiness, including providing guidance on job search strategies, interview preparation, and workplace expectations.
· Demonstrated ability to develop and maintain relationships with community organizations, non-profits, and public sector partners to support student opportunities.
· Experience collaborating with faculty and academic units to align experiential learning activities with course requirements and learning outcomes.
· Strong understanding of program coordination processes, including tracking participation, managing documentation, and supporting reporting and evaluation activities.
· Experience with database and system management (e.g., Orbis or similar platforms), including maintaining accurate records and supporting user engagement.
· Excellent communication and facilitation skills, with the ability to present to students and stakeholders in group and individual settings.
· Demonstrated ability to problem-solve, manage conflict, and respond effectively to issues involving students, faculty, and external partners.
· Strong organizational and time management skills, with the ability to manage multiple priorities and deadlines in a high-volume environment.
· Demonstrated ability to work independently while contributing to a collaborative team environment across departments.
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