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Job Title: 		Education Program & Placement Administrator	
Job Number:			SO-466 | VIP: 1768			
Band:			OPSEU-7							
Department: 			School of Education & Professional Learning		
Supervisor Title: 	Operations Manager	
Last Reviewed:			April 27, 2026

JOB PURPOSE:
This role provides a wide range of support to School of Education graduate programs and the Bachelor of Education Practicum component with administrative support, communication and technical database management. They are responsible for coordinating the Education Recruitment Fair and the Teacher Education Advisory Committee (TEAC). They provide coordination to the Master of Education and supports students from application to graduation.
Key Activities:
Placement Coordination Assistance
· Provides administrative support to the Placement Coordinator (Lead Hand) regarding placement and practicum arrangements for B.Ed. and B.Ed. Indigenous students including documentation revision, partner school communication and record maintenance. 
· Administers practicum software (Sonia) including:
· Providing technical support, tutorials and support for faculty, students, and partner schools
· Managing user account access, assigning roles and permissions
· Inputting practicum arrangements.
· Tracks submission of practicum evaluations and honorariums 
· Troubleshooting and developing strategies for use of online portal in collaboration with Program Manager
· Manages practicum@trentu.ca email account, providing direct responses to questions and resolving issues.
· Validates and prepares requests for honoraria associated with associate teacher and Education Coordinator activities related to B.Ed. practicums. 
· Review completion of placement documentation including international police reports, Vulnerable Sector Screenings and TB tests in collaboration with Placement Coordinator.
· Creates, updates, and distributes practicum transportation lists.
· Ensures ongoing promotion of positive and long-lasting working relationships with Associate Teachers, Education Coordinators, and all participatory school boards. 
· Tracks Teacher Candidates Alternative Settings Placements and communicate with external hosts for evaluation completion. 
· Creates surveys to distribute to schools and synthesize data for placement requests.
Master of Education Program Support
· Student Support & Academic Administration
· Responsible for advising graduate students of academic regulations, scholarships, policies, program degree requirements and procedures outlined in Program and University policies and regulations.
· Reviews student records and provides advice on course selection and pathway to degree completion through phone, email, or in-person appointments;
· Coordinates thesis/dissertation defense and Program Orientation at each intake for new graduate students.
· Admissions
· Manages applications and supports faculty with admission decisions, including potential supervisory research suitability.
· Responsible for submission of program admission recommendations to the School of Graduate Studies and communicates decisions to unsuccessful applicants.
· Monitors acceptance numbers and enrolment targets.
· Advises students with deferral requests on self-service procedures and deadlines.Marketing & Recruitment 
· Responsible for prospective students' enquiries regarding the Graduate Program and relevant supports at Trent University (eg. Trent International and Financial Aid).
· Liaises with Graduate Studies on marketing and recruitment strategies that support enrolment targets.
· Updates and submits the Program information for advertising materials.
· Attends recruitment fairs to promote graduate program to prospective students; coordinates Director, faculty and student representation of such events.
· Timetabling, Enrolment Management & Planning
· Maintains database of course offerings and enrollments, prepares long-range forecasts of course demand, and supports Director in staffing plan submission.
· Responsible for submission of Program scheduling using Trent software, in consultation with faculty, staff, Registrar’s Office (Scheduling Team) and other programs (cross-listed courses) to develop classroom timetable needs, monitor waitlists, and screen for potential scheduling conflicts and enrolment issues.
· Supports the Director and Operations Manager with CUPE recruitment and hiring.
· Reviews and submits course syllabi to Graduate Studies; manages SETS.
· Program Administration & Support
· Verifies and updates student information database, including student status, grades and supervisory committee assignments.
· Coordinates Program Committee meetings, including drafting agenda, compiling Program data and updates; and taking, and disseminating meeting minutes.
· Coordinates and submits Graduate Program faculty appointment applications and submission of major/minor program changes to the Graduate Studies Committee;
· In coordination with the Office of the Provost, provide logistical, administrative and in-person support related to the Quality Assurance processes.
· Coordinates annual changes to EDUC Grad section of the Graduate Academic Calendar and updating of M.Ed-related materials, including the M.Ed Handbook.
· Distributes all student Progress Reports to faculty members for their comments and marks; coordinates and compiles marks and comments on reports.
Operations Administrative Support
· Coordinates annual Education Recruitment Fair including arranging school board attendance, registration and payment, notifying students and faculty and all logistics including marketing, catering, booking space etc.
· Reconciles the department VISA including allocations against multiple internal account numbers and uploading receipts for review by the Operations Manager.
· Tracks Marker-Graders, students or other contracted bi-weekly paid staff hours and verifies VIP timesheets weekly in advance of Operations Manager approval.
· Creates electronic purchase requisitions as requested for Operations Manager approval.
· Coordinates meetings and prepares meeting materials and minutes for the Teacher Education Advisory Committee (TEAC). Synthesizes feedback from partners to ensure accurate record keeping for accreditation.
· Participates as a member of university committees such as the David Poole Lecture in Mathematics committee and conducts outreach to local education partners for promotion and event invites. 
· Coordinates and liaises with visitors, including external examiners, and speakers, and associated financial and personnel tasks.
· Maintains and updates the Program website
· Special projects and other duties as assigned.
Education Required:
· Honours Bachelor’s Degree (4 year) required. 
Experience/Qualifications Required:
· One (1) year of administrative experience required with preference given to experience in a post-secondary academic environment.
· Proficiency in MS Office, particularly Word, Excel, and Access; experience with online systems such as Outlook, Blackboard, IRIS, Colleague, and Syllabus Builder.
· Experience with website maintenance including the use of Drupal and placement management software will be considered an asset.
· Excellent organizational and problem-solving skills with strong attention to detail.
· Maturity, good judgement, tact, and the ability to maintain confidentiality. 
· Ability to work accurately in stressful conditions with multiple demands, tight deadlines, and changing priorities.
· Demonstrated critical thinking and effective problem-solving skills.
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