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Job Purpose

The incumbent reports directly to the Manager, Office of the Provost & VP Academic. In this position the incumbent primary responsibilities include: support to Undergraduate Studies Committee, Academic Integrity and managing the Undergraduate and Graduate academic sections of the University Academic Calendar.  A thorough knowledge of academic policies and awareness of changes in curriculum and policies is necessary for this person to make decisions and recommendations.

Key Activities

Academic Calendar;

1. Responsible for coordinating the undergraduate and graduate program sections in the Academic Calendar. 
2. Advises, consults and makes editorial recommendations to various departments. 
3. Establishes and controls flow of activity to ensure deadlines are met. 

Undergraduate Curriculum;

1. Manages proposals to the Undergraduate Studies Committee for new and revised undergraduate curriculum. 
2. Reviews and evaluates applications prior to committee discussion. 
3. Consults with departments to provide interpretations of policies and procedures and makes recommendations for changes. 
4. Participates in committee meetings and records minutes. Drafts reports to Senate. 
5. Works with Dean(s) in the development of changes and improvements to USC policy and procedures. 
6. Collects data from departments and prepares the annual summary of enrollment limitation requests for USC approval. 

Committee Work;

1. Secretary to Nominating Committee, and provides support for Committee on Academic Personnel (COAP), Undergraduate Academic Policy as well as other committees as needed, e.g., Decanal Councils, Program Quality Assurance Committee. Role from committee to committee varies. 
2. Nominating Committee: Prepares meeting materials, attends meetings, participates in discussions and follows up as necessary with faculty. Prepares the final list for publication.
3. COAP: Provides support to the secretary of COAP, receives files, reviews to ensure the material received is complete, posts material on internal Learning Management System, and arranges for members of COAP to review files. Responsible for requesting and collecting faculty sabbatical applications and reports to be reviewed by the divisional Dean before forwarding to COAP. Follows up with secretary to assist with preparing letters after meetings.
4. Undergraduate Academic Policy: Attend monthly meetings as the Undergraduate Studies Committee designate.  Will be the consultant on the committee.  

Academic Integrity;

1. Supports Deans in administering the Academic Integrity Policy. 
2. Advises on policies and procedures when consulted by Instructors or Chairs. 
3. Manages confidential database. 
4. Prepares reports and data. When reports are received, determines appropriate division/school, sets up meetings with students when needed. 
5. Uploads all documents to a shared drive. 
6. Writes/drafts all letters and reports.
7. Is aware of the procedures and deadlines for dealing with Academic Integrity cases and provides support to the Deans to ensure they are adhered to.

Various;
1. Responsible for administration and advertising of James Middleton Essay Prize, as well as consulting with James Middleton. 
2. Coordinates academic portion of Introductory Seminar Week schedule. Consults with departments.
3. Assists with reviewing all course syllabi, ensuring the policy is adhered to.
4. Provides secretarial support to the Bachelor of Arts & Science Program. 
5. Responds to general inquiries and provides information on academic policies and processes, and on Collective Agreements (TUFA, CUPE 1, and CUPE 2).
6. Performs other duties and special projects as required.
Analytical Reasoning
Considerable judgement is required in order to plan, coordinate, and manage work-related activities in this position. Incumbent must be logical and rational in the evaluative and decision-making process in order to make recommendations and implement solutions.

Work Example:

· Editing the academic calendar involves careful review of the curriculum of all academic programs, and often, how they overlap. Making sound editorial suggestions requires understanding of the complex, interrelated nature of the academic curriculum across the university as well as registrar procedures. Identifying errors in course listings or degree requirements is essential to the integrity of the calendar document.

· In pre-screening USC proposals it is often necessary to evaluate the structure of a new course or changes to degree requirements, to ensure that the mechanics are sound before the committee does its review.

Decision Making

· Decides on schedule for calendar in order to meet expected date for calendar publication. Constantly has to implement changes to manage work and delays that may result because academic departments have not submitted copy. Makes editorial suggestions on content.

· Decides whether curriculum proposals are ready for USC consideration and makes recommendations to departments when revisions are needed.

· Decides on most appropriate advice to give department chairs or instructors when atypical or precedent-setting Academic Integrity cases arise. Determines when consultation with the Deans is necessary. Advises on correct procedures to follow according to the policy.
Impact

Impact on the organization of activities related to USC, calendar copy, Academic Integrity, COAP may be significant. Failure to manage tasks effectively could result in lower student enrolment and retention as well as may reflect poorly on university’s reputation. 

Work Example

· The Academic Calendar is a legal document between the university and the students. If information in the Calendar or Supplements is not accurate and up-to-date or is presented poorly, the impact on the university could be significant in terms of student retention and the university’s reputation. 

· If work is not completed properly and on time, courses and/or programs may not be approved by the designated bodies (i.e., USC, Senate), which may delay the offering of programs and courses and may affect hiring of faculty and student enrolment.

· Failure to respond to Academic Integrity enquiries correctly, or failure to organize files related to cases and keep Deans informed of appeal deadlines, may result in the policy not being followed. Either of these situations may in turn result in cases being overturned by the Special Appeals Committee or legal action being taken by an accused student.

· Errors made when compiling COAP submissions may unnecessarily delay an applicant being considered for promotion or sabbatical. 

Education Required

General University Degree (3 year).
Experience Required

1. Over one year and up to two years administrative experience or a reasonable equivalent combination of education or experience in a university setting, preferably Trent University. 

2. This includes a thorough knowledge of university undergraduate academic policies and procedures and of academic and administrative systems; an ability to deal with confidential material; facility with word processing, spreadsheet, e-mail, database and other computer software packages; experience with Trent-specific software (i.e., Datatel, Colleague, Contribute, Groupwise); excellent keyboarding, minute-taking, and data-entry skills; excellent organizational, interpersonal, and verbal and written communication skills.

Responsibility for the Work of Others
Indirect Responsibility for the Work of Others: 

· Responsibilities include the planning and coordination of USC submissions, as well as interpreting and providing advice on a number of policies, practices and processes. Incumbent is responsible for making decisions and initiating processes for many of the key activities listed: Academic Calendar, undergraduate curriculum proposals, Academic Integrity, James Middleton Prize.

· Academic Secretaries – provide indirect supervision in terms of interpreting and advising on academic policies, procedures (e.g., calendar, enrolment, courses and curriculum)

Communication

Internal:
In this position, contact with almost every department in the university takes place. Level of communication may vary from the role of consultant, to interpreter, to evaluator or to facilitator. Complex and sensitive issues are often involved which require judgment and discretion. 

· Senior Administration Offices - President/Vice-Presidents set up appointments

· Registrar’s Office – working jointly to produce the University Academic Calendar

· Academic Chairs – explain policies, hiring procedures, collective agreements

· Academic Secretaries and Chairs – provide information on policies, processes and collective agreements 

· Faculty (CUPE and TUFA) – provide information on collective agreements
Students – answer questions, keeping them calm

External:

· James Middleton Essay Prize – James Middleton

· Parents – answer questions, direct to proper department, keeping them calm

Motor/ Sensory Skills

· Editing - High level of precision required to ensure legal documents, such as the academic calendar, are error free.

· Visual Concentration - Calendar editing requires long periods of alertness, attentiveness and vigilance; may cause eye strain and stress.

· Hearing Concentration - Secretary for many committees requires high level of alertness and concentration.


Effort
Mental:
· Concentration - Lengthy periods of concentration required to focus on reviewing of proposals, editing of calendar submissions.

· Simultaneous Demands - Works independently on most projects, initiates work and responsible for prioritizing and completing work while adhering to deadlines. Required to be highly organized and efficient in order to multi-task.

· Problem Solving - Ability to exercise sound judgment in order to evaluate and assess situation/issues and to initiate solutions.

· Details - Attention to detail is required to ensure accuracy and minimize impact of possible errors.

· Job Knowledge - Requires thorough knowledge of academic integrity policy, academic appeal structure and other academic regulations. As well, must be aware of policies and curriculum issues that are discussed and approved by UAPC, Graduate Studies and Senate.

Physical:
· Stress - Completing multiple tasks on schedule.
Working Conditions
Physical:
· Work environment - Office temperature inconsistent. Lighting very glaring. Noise level, due to the office layout the noise level can be quite high at times.

· Carpal tunnel - Potential for carpal tunnel syndrome due to repetitive, constant keyboard use.
Psychological:
· Managing Deadlines - Stressful working conditions while remaining professional and effective. Prioritizing and multi-tasking to meet constant deadlines in high-volume environment.

· Faculty and Staff - Dealing with difficult faculty and staff.
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