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Job Title: 		Graduate Program Coordinator
Job Number:	 		SO-414 | VIP: 1277  
Band:			OPSEU-8 	
Department: 		Applied Modelling & Quantitative Methods Graduate Program	
Supervisor Title: 	Graduate Director
Last Reviewed:			December 5, 2025

JOB PURPOSE:
Reporting to the Graduate Program Director and receiving leadership from the Director, Graduate Studies, and Graduate Dean, the Graduate Program Coordinator assumes responsibility for student support including academic advising, student liaison and governance, enrollment and program orientation across both campuses. The Coordinator is responsible for supporting students from application stage to graduation, with the aim of increasing student retention and ensuring their academic success. The Coordinator is also responsible for long range planning, the course timetable, course registration, and CUPE 1 & 2 marking support, while performing a variety of administrative, budgetary, and event planning duties related to the operation of the graduate program. This role also provides specialized support to a high proportion of international students and applicants, ensuring their unique needs are met through tailored advising, onboarding, and communication activities. They also provide support to the Director regarding program cyclical review and evaluation, policy development, and program improvement.  
KEY ACTIVITIES:
[bookmark: _Hlk212118422]Student Support & Advising
· Responsible for advising new and current graduate students on course registration, academic regulations, policies, program degree requirements, and procedures for program status changes. 
· Responsible for tracking and reviewing student records and provides advice on course selection, pathway to degree completion and change of stream based on student’s interests, previous educational experience, current academic standing, and finances.
· Advises all graduate student types, including research, course based, domestic and international, through individual appointments and small groups, for varying advising needs.
· Provides support to a significant proportion of international applicants and students who require specialized support in orienting to Canada and the University.
· Consults Trent International regularly on international student concerns to support the large proportion of international students in the program, such as study permit rules/regulations, Post Graduate Work Permits, etc.
· Verifies and updates student information database, including student status, grades and supervisory committee assignments and monitors enrolment status and records.
· Provides triage and referrals to other Trent departments as necessary to students presenting as ‘at-risk’ and consults with university supports to assist in successful progression through the program pathway.
· When receiving complaints or concerns, applies Program and University policies and regulations to advise students and faculty of available processes or potential courses of action.
· Coordinates Program Orientation and student handbooks for new students and faculty. 
· In consultation with the School of Graduate Studies and/ or Program Director, provides information and advice to supervisors/faculty regarding Program and University policies and regulations and processes for managing ongoing student issues.
Admissions
· Responsible for admissions strategic planning and forecasting analytics. Tracks conversion rates to ensure appropriate number of offers are sent to achieve enrollment targets.
· Manages applications including supporting faculty in making admissions decisions and providing applicants with status updates and follow-up instructions. 
· Within the parameters defined by the Program Director, makes admission decisions for course-based applicants.
· Tracks and reports application statuses, compiles documentation for the Admissions Committee to support admissions decisions, and monitors acceptance and enrolment targets.
· Submits program admission recommendations to the School of Graduate Studies and communicates decisions to unsuccessful applicants.
· Coordinates funding levels, student stipends, faculty research assistantships, and scholarships for the program.
Program Administration
· Administers the day-to-day business of the Graduate Program, including document and data management/retention and coordination of Program Committee meetings. 
· Coordinates Graduate Program faculty appointment applications and curriculum/Academic Calendar copy changes to the Graduate Studies Committee. 
· In consultation with the Director, administers the program operating budget including purchasing, invoice processing and coordinating student expense reimbursements.
· [bookmark: _Hlk212119378]Plans, coordinates and promotes program-related events, including student networking events, visiting speakers, seminar series and student receptions.
· Provides room-booking and meeting scheduling support.
· Other duties as assigned.
Marketing & Recruitment 
· Responds to prospective student enquiries, providing comprehensive information about the Program(s), admission requirements, required documents, supervision, funding, and relevant supports at Trent University, including specialized information relevant to the high number of International applicants. 
· Liaises with Graduate Studies and Marketing & Communications on marketing and recruitment strategies and materials. 
· Maintains the Program website and creates advertising material for social media accounts and events.
· Attends and coordinates Director, faculty and student representation at recruitment fairs promoting graduate program to prospective students.
· Attends international specific virtual recruitment events and supports a high level of program specific recruitment.
· Works to ensure seamless academic transitions, from acceptance of admission offer through degree completion and convocation.  
Timetabling, Enrolment Management & Planning
· Under supervision of the Program Director, is responsible for the scheduling/timetabling of all AMOD courses. Communicates with faculty, staff, School of Graduate Studies, and other programs (e.g. Masters in Computer Science) to develop lecture and workshop timetables throughout the year and establish priority registration management plans; manages waitlists.
· Gathers course preference information, scheduling format and timetabling availability from faculty (TUFA and CUPE) as well as OPSEU demonstrators.
· Monitors enrollment in classes and liaises with the School of Graduate Studies’ Records Department on student enrollment issues.
· Proactively manages section needs to avoid scheduling conflicts and to promote efficient use of facilities space.
· Monitors times to completion for graduate students, supporting students who require extension requests.
· Monitors outstanding and incomplete grades.
· Organizes timetable data in DCU timetabling software, screens for potential scheduling conflicts and works closely with the Scheduling Administrators throughout the academic year in regard to scheduling, enrolment monitoring, and trouble-shooting any scheduling issues.
· Maintains database of course offerings and enrollments and prepares long-range forecasts of course demand for use by the Director in program planning.
· Assists with program planning; In consultation with the Program Director, sets enrolment caps based on degree requirements, past enrolment, space availability and pedagogy.
· Facilitates Degree Exemption paperwork for students switching streams 
· Responsible for submission of course syllabi and teaching survey reports.
· Liaises with the Director regarding teaching support (CUPE 1 & 2) including:
· Managing AMOD Marking Support Budget
· Responsible for tracking and confirming salary amounts, approving weekly timesheets, ensuring payroll and HR training activities are completed.
· Coordinates the hiring process and Right of First Refusal (ROFR) process for CUPE 1 members, including advising Director of requests for evaluation, providing Program evaluation criteria, and forwarding decision letters to the Office of the Dean.
Cyclical Review
· General support of the Quality Assurance processes by assisting with cyclical review processes and any new programs developed within the academic unit, including:
· Attends Cyclical Review Workshop.
· Collects and compiles Curriculum Vitae and Course Syllabuses.
· Assists with development and distribution of required surveys.
· Drafts the site visit schedule for external reviewers and arranges hospitality and transportation from the hotel for the external reviewers.
Special Tasks/Other Duties Specific to Graduate Program
· Hire, orient, assign tasks, manage payment for AMOD student marketing and recruitment staff.
· Coordinates thesis/dissertation defences, including: 
· liaising with students, supervisor(s), committee members and internal/external examiner(s); 
· securing Defence Chair and providing instruction; 
· coordinating video-conferencing; arranging travel, accommodation, and reimbursements for external examiners, 
· promoting the event, submitting all documents to Graduate Studies; 
· advising on final steps of degree completion and thesis submission; 
· organizing exit interviews and providing the School of Graduate Studies and the Director a degree completion audit.
EDUCATION REQUIRED:
· Four (4) year Honours Degree required.
EXPERIENCE/QUALIFICATIONS REQUIRED:
· Three (3) years of administrative experience including two (2) years’ experience in an academic environment required.
· Demonstrated knowledge of post-secondary graduate level education, student advising and support of students experiencing academic difficulties.
· Experience supporting budget tracking and expense reconciliation processes preferred.
· Experience using Trent-specific software including IRIS, Colleague, HRIS System VIP, DCU, or Drupal website platform an asset.
· Proficiency in Microsoft suite including Word and Excel, and demonstrated ability to learn new computer platforms such as SharePoint, student information systems (SIS) and web-authoring program.
· Excellent organizational skills and problem-solving skills, with strong attention to detail.
· Demonstrated ability to work effectively with a diverse student body in a cross-cultural environment.
· Excellent interpersonal and communication skills; comfortable working closely with faculty and graduate students, as well as external members/donors of the community.
· Demonstrated ability to take initiative and be able to work independently.
· Good judgement, tact, and the ability to maintain confidentiality. 
· Ability to work accurately in stressful conditions with multiple demands, tight deadlines, and changing priorities.
· Project management and teamwork skills with a high level of self-directedness.
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