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JOB PURPOSE:
The Experiential Learning Coordinator (Graduate) supports the development, coordination, and delivery of experiential learning opportunities primarily across graduate programs at Trent University Durham GTA, with a focus on project-based and employer-driven learning models, while also contributing to undergraduate experiential learning activity as required. The incumbent manages the full lifecycle of experiential learning, including employer outreach and partnership development, student preparation, placement coordination, and post-placement evaluation.
The role serves as a key point of contact for students, faculty, and external partners, supporting advanced experiential learning aligned with graduate-level outcomes. The Coordinator builds and sustains strategic employer relationships locally, nationally, and internationally, contributes to the creation of high-quality applied learning experiences, 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 project requirements, timelines, and employer participation
· Enters, organizes, and tracks workplace learning project data in systems such as Orbis and Blackboard, including student assignments, employer records, and required documentation.
· Liaises with students, faculty, and employers to confirm project scope, timelines, onboarding requirements, and deliverables.
· Reviews and updates program requirements for workplace learning projects and ensures alignment across systems and communications.
· Posts and manages workplace learning opportunities submitted by employers, ensuring alignment with program expectations.
· Guides students and employers through the matching process, including applications, interviews, and final placement decisions.
· Coordinates information sessions and training for students and employers on workplace learning expectations and processes.
· Receives and reviews employer inquiries regarding workplace learning projects and determines alignment with program requirements.
Employer Outreach & Partnership Development
· Actively searches for and develops workplace learning project opportunities through targeted employer outreach across local, GTA, national, and international contexts.
· Conducts outreach to employers to present undergraduate and graduate programs and explain the value of hosting students in applied workplace learning roles.
· Meets with employers to define project scope, deliverables, timelines, and expectations for student engagement.
· Supports employers in creating and posting project opportunities within the Student Experience Portal (Orbis), including troubleshooting and guidance.
· Maintains detailed records of employer communication, outreach efforts, and project development activities.
· Works with Careerspace and other units to identify potential employers already engaged with the university.
· Participates in employer events and networking opportunities to expand partnerships.
Student Support & Preparation
· Provides one-on-one support to undergraduate and graduate students throughout the workplace learning project cycle, including preparation, application strategy, and selection of opportunities aligned with academic and career goals.
· Develops and delivers structured information sessions and workshops covering workplace learning expectations, project scope, employer engagement, professional conduct, and successful completion of deliverables.
· Responds to student inquiries related to workplace learning requirements, timelines, evaluation criteria, and system processes, ensuring accurate and consistent communication.
· Guides students in identifying, evaluating, and applying to appropriate workplace learning opportunities based on program requirements and individual experience.
· Supports students in preparing professional application materials, including resumes, cover letters, and project-related submissions aligned with employer expectations.
· Assists students in preparing for employer interviews and meetings, including coaching on communication strategies and professional presentation.
· Provides guidance on managing employer relationships, including communication expectations, accountability, and professional conduct in workplace environments.
· Supports students in understanding project deliverables, timelines, and expectations, including how to apply academic knowledge in a workplace context.
· Supports inclusive participation by working with students requiring accommodations and connecting them with appropriate campus resources.
Monitoring, Issue Resolution, & Evaluation
· Acts as a primary point of contact for issues arising during workplace learning projects, including concerns related to performance, scope of work, timelines, or communication.
· Communicates with students and employers to assess issues, gather relevant information, and determine appropriate resolution strategies.
· Provides guidance and mediation in resolving challenges such as misaligned expectations, unclear project scope, or workplace concerns, escalating where appropriate.
· Conducts check-ins with students and/or employers to monitor progress, confirm expectations, and identify potential issues early.
· Tracks and documents issues, resolutions, and outcomes to support reporting and process improvement.
· Ensures completion of employer evaluations and follows up as required to ensure timely submission.
· Coordinates with faculty to ensure alignment between workplace learning performance, evaluation, and academic requirements.
· Tracks participation, completion, and engagement data to support reporting and continuous improvement.
· Identifies recurring issues or trends and recommends adjustments to improve employer engagement and project delivery.
Administration, Systems, & Documentation
· Updates and coordinates workplace learning agreements and required documentation, ensuring all approvals and compliance requirements are met prior to project and placement start dates.
· Maintains accurate electronic records of students, employers, projects, and communications within institutional systems.
· Develops and updates workplace learning documentation, including employer intake forms, project templates, evaluation forms, and process guides.
· Supports employers and students in using institutional systems (e.g., Orbis/SEP) for posting opportunities, managing applications, and completing evaluations.
· Works with employers to compile and submit required documentation related to risk management, agreements, and participation requirements.
· Maintains and updates employer-facing guidance materials and resources related to workplace learning participation.
· Maintains a current employer database, including records of outreach, engagement, and project activity.
· Tracks and reports on workplace learning activity, including number of projects, employer participation, and student engagement.
· Coordinates logistics for employer and student sessions, including scheduling, materials preparation, and communications.
· Maintains and updates workplace learning content across institutional platforms to ensure accuracy and consistency.
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 (Undergraduate) 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 Business, Management, Social Sciences, or a related discipline aligned with graduate program delivery.
Experience/Qualifications Required:
· Two (2) years of progressive experience in experiential learning, employer engagement, program coordination, recruitment, or a related field within a post-secondary or comparable environment.
· Demonstrated experience developing and managing relationships with employers, industry partners, or community organizations, including conducting outreach and maintaining ongoing engagement.
· Experience sourcing, developing, or supporting experiential learning opportunities such as workplace learning projects, internships, or applied/consultancy-style experiences.
· Knowledge of recruitment and hiring practices, employer expectations, and workplace dynamics relevant to student placements or project-based learning.
· Experience coordinating multi-step placement or project processes involving students, faculty, and employers, including managing timelines, documentation, and communication.
· Experience supporting students in professional preparation, including resume development, interview preparation, and workplace readiness.
· Demonstrated ability to communicate effectively with a wide range of stakeholders, including employers, faculty, staff, and students, using diplomacy and professionalism.
· Experience working with systems such as Orbis/Student Experience Portal or similar platforms, including employer account support, job postings, and tracking participation.
· Strong understanding of experiential learning practices, including work-integrated learning and applied workplace learning models.
· Demonstrated ability to problem-solve and manage issues related to student placements, employer expectations, and project delivery.
· Strong organizational and time management skills, with the ability to manage multiple priorities and deadlines across concurrent employer and student processes.
· Demonstrated ability to work independently while contributing to a collaborative team environment and coordinating with internal stakeholders.
· Experience working with diverse communities and stakeholders.
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