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Job Title: 		Work-Integrated Learning Liaison
Job Number:			A-445 | VIP: 1749				
Band:			OPSEU-8								
Department: 			School of Business					
Supervisor Title: 	Director, School of Business
Last Reviewed:			June 5, 2024

JOB PURPOSE:
Reporting to the Director, School of Business, and receiving guidance and leadership from the Department Coordinator, the Work-Integrated Learning (WIL) Coordinator supports the delivery and growth of placement, internship, and co-op programs across the Peterborough and Durham campuses. The role manages the day-to-day administration of WIL activities, builds and maintains employer partnerships, and prepares and supports students for successful work-integrated learning experiences.   
Key Activities:
Employer Outreach & Support
· Develops and sustains employer partnerships to generate placement, internship, and co‑op opportunities through proactive outreach, marketing, and relationship management.
· Supports employers throughout the recruitment process, including job development and approval, ethical recruiting practices, use of institutional systems, and coordination of offers.
· Maintains employer and professional association relationships, advises on funding programs and incentives, and coordinates required agreements, tax credit documentation, and risk management processes.
· Coordinate the student experience portal job boards for both internships and coops.
Student Support 
· Provides individualized coaching and guidance to students on job search strategies, career development, and work-integrated learning pathways. 
· Designs and delivers preparatory programming to ensure students are ready for WIL experiences, including professional skills, job search preparation, and workplace readiness.
· Advises students on placement opportunities for the Peterborough campus, and internship, and co-op opportunities at both campuses including eligibility, application processes, and program requirements working in conjunction with Durham placement staff.
· Coordinates student recruitment and hiring processes using institutional systems, and facilitates events, meetings, and employer engagement activities through one-on-one appointments, group presentations and handbooks.
· Ensures completion of required onboarding, compliance and documentation (e.g., health and safety training, police checks, work permits, and clearance letters).
· Monitors student work term progress and outcomes, provide guidance on performance issues on the job, and collaborate with Faculty Coordinators to resolve concerns and support student success.
· Coordinate and access the transfer-in process for co-op students.
· Facilitate both written and video testimonials from students and employers for completed WIL opportunities.
WIL Program Growth & Administration 
· Supports the ongoing growth and administration of work integrated learning programs by contributing to policy and procedure development, monitoring program requirements, and advising on structural changes. 
· Collaborate with internal partners to ensure alignment with institutional best practices and risk management requirements. 
· Develops and maintains program resources, communications, and promotional materials, manages WIL communications channels and web content, and tracks data and feedback to support program planning, reporting, and continuous improvement.
Additional Responsibilities 
· Provides general advising to undergraduate students, supporting course registration. 
· Represents the School of Business at recruitment, outreach, and institutional events. Contributes to a high standard of professionalism in all interactions, acting as an ambassador for Trent University.
· Performs other related duties as required. 
Education Required:
· Honours Degree (4 year) in relevant field such as Business Administration. 
· Career and Work Counsellor Diploma or Career Development courses an asset.
Experience/Qualifications Required:
· Two (2) years’ experience working with students and external partners, including demonstrated knowledge of local business and professional communities. 
· Strong understanding of work integrated learning principles, risk management, and labour market information is required. 
· Proven experience coaching students on career development and job search strategies, along with project management and program planning skills. 
· Superior communication, organizational, and problem-solving abilities 
· Proficiency with technologies, software and systems including Microsoft Office and the ability to learn and adapt to new technologies.
· Ability to work independently and collaboratively is essential. 
· Effective interpersonal skills, ability to work independently and as part of a team.
· Flexibility in working hours and access to a vehicle for occasional travel are required. 
· Ability to support students from diverse backgrounds and with varied barriers to employment.
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