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Job Title: 		Indigenous Teacher Education Program (ITEP) Administrator
Job Number:			A-522 | VIP: 2086			
Band:			OPSEU-8								
Department: 			School of Education and Professional Learning		
Supervisor Title: 	Operations Manager, School of Education
Last Reviewed:			January 26, 2026

JOB PURPOSE:
The ITEP Administrator works collaboratively with School of Education Managers, the Indigenous B.Ed. Program Coordinator, and First Peoples House of Learning in providing comprehensive administrative support for the development and delivery of the Indigenous Teacher Education Program. This role supports program planning, student recruitment, practicum coordination, evaluation, and student advising, while fostering strong relationships with Indigenous communities and education partners. The role supports communication and procurement tasks in the Indigenous Bachelor of Education (IBEP) and ITEP programs.
Key Activities:
Program Development
· Coordinate documentation for Senate and Ontario College of Teachers (OCT) accreditation.
· Support faculty and Indigenous governance bodies with curriculum development and refinement. 
· Represent ITEP in internal and external meetings and working groups.
· Facilitate sharing circles and end-of-program evaluations to inform continuous improvement.
Student Recruitment
· Lead outreach and recruitment efforts in collaboration with Indigenous communities and education offices.
· Develop and maintain relationships with First Nations partners to support student and Associate Teacher recruitment.
· Collaborate with the Knowledge Mobilization Officer to produce promotional materials.
· Support School of Education leadership and Trent University Admissions by assisting with the evaluation of program applicants.
Program Administration
· Coordinate day-to-day program logistics, including coordination of course delivery, student, faculty, staff and stakeholder communications, and event planning. 
· Track and report on program budget and expenditures and purchase program and event supplies/materials. 
· Liaise with IBEP Coordinator and FPHL to align shared resources and supports.
· Assist with the coordination of ITEP Advisory/Steering Committee in consultation with the IBEP Coordinator and the Dean.
· Prepare reports on appeals, withdrawals, and student issues for the Dean.
· Implement culturally responsive program evaluation methods, including oral storytelling and sharing circles.
· Collect, analyze and report on qualitative and quantitative data on student experience and program effectiveness to the Dean and IBEP Coordinator.
· Provide guidance on academic supports and cultural resources in collaboration with School of Education Faculty and FPHL.
· Identify and refer students to appropriate services to support retention and success.
· Maintain regular communication with students regarding program logistics.
· Provide administrative support to the IBEP Coordinator, as required.
Practicum Administration
· With guidance of the School of Education Program Manager and IBEP Coordinator and in collaboration with the Placement Coordinator, Indigenous education partners and school board representatives, identify and secure practicum placements in Indigenous education settings and publicly funded schools outside of the School of Education partner boards.   
· Administer evaluation tools for host teachers and students.
· Analyze practicum feedback to support program refinement and quality assurance.
· Identify practicum issues and challenges to the Program Manager and/or IBEP Coordinator for guidance and support in resolution.
Education Required:
· Honours University Degree (4 years) in Indigenous Studies, Education, or related field. A combination of education and relevant traditional cultural experience will be considered.
Experience/Qualifications Required:
· [bookmark: _Hlk188433579]Three (3) years of related experience including in Indigenous education, partnership building and/or community development.
· Strong knowledge of Indigenous cultures, histories, and protocols.
· Ability to work collaboratively in diverse environments and relate effectively to students from varied backgrounds.
· Excellent communication (verbal and written), organizational, and interpersonal skills.
· Proficiency in Microsoft Office; experience with data tracking and reporting.
· Available to work evenings and weekends.
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