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Job Title: 		Manager, Special Projects and Operations
Job Number:			X-227 | VIP: 1131	
Band:			EXEMPT-7							
Department: 			Office of the Vice President, Finance and Administration 
Supervisor Title: 	Vice President, Finance and Administration
Last Reviewed:			October 23, 2026

JOB PURPOSE:
Reporting directly to the Vice President, Finance and Administration (VPFA), the Manager, Special Projects and Operations leads special projects and provides operational management and counsel to advance the priorities, objectives, and initiatives of the Vice President's portfolio.
They serve as a trusted advisor to the Vice President and are responsible for overseeing office operations, managing strategic projects and institutional initiatives, coordinating executive-level communication and stakeholder engagement activities, and providing leadership for administrative policy development and implementation.
The Manager identifies emerging issues, analyzes risks and opportunities, develops recommendations, leads initiatives and acts as a liaison for the VFPA’s office with internal and external stakeholders. They provide advanced research, analysis, briefing, and writing support for reports, presentations, communications, business cases, policy initiatives, and correspondence. Their work contributes to institutional initiatives that support the long-term sustainability, effectiveness, and reputation of the University
KEY ACTIVITIES: 
Executive Support 
· Provides analysis, recommendations, and executive-level support on complex operational, financial, governance, policy, and organizational matters.
· Identifies emerging issues, risks, trends, opportunities, and priorities, and develops recommendations, implementation strategies, and action plans to support informed decision-making and advance portfolio objectives.
· Leads strategic initiatives, special projects, and cross-functional activities that support the objectives and priorities of the Vice President and the University.
· Conducts research, environmental scans, and jurisdictional reviews to support strategic planning, policy development, and institutional priorities. 
· Represents the Vice President on committees, working groups, and institutional initiatives, as delegated, and serves as a key liaison between the Vice President's Office and internal and external stakeholders.
· Supports government relations activities, Ministry reporting requirements, and external stakeholder engagement.
· Oversees the implementation of decisions and action items arising from executive meetings, committees, strategic initiatives, and priority projects, and monitors and reports on progress against established strategic priorities.
· Develops correspondence, reports, briefing notes, talking points, presentations, business cases, and strategic communications on behalf of the Vice President including submissions for internal and external stakeholders, governance bodies, government agencies, and senior administrative leaders.
· Prepares briefing materials, background documents, and summaries to support executive decision-making, strategic planning, and issues management. 
· Coordinates executive communications and strategic messaging related to portfolio priorities, institutional initiatives, and matters of significance to the University. 
· Liaises with academic and administrative units to gather, validate, and synthesize information required for reports, presentations, initiatives, and executive communications. 
Operational & Financial Management
· Oversees the operations of the Office of the Vice President, Finance and Administration, ensuring efficient, effective, and responsive administrative support for the portfolio. 
· Develops and implements operational processes, service standards, and administrative practices. 
· Oversees the administration, monitoring, and reporting of budgets and accounts associated with the Office of the Vice President and designated portfolio initiatives. 
· Provides planning support, and recommendations to assist the Vice President in budget development, resource allocation, and operational decision-making.
· Provides direct supervision to the Administrative Support Assistant and other temporary, student, project, or contract staff as assigned.
· Leads recruitment, onboarding, training, and staff development activities within the Office of the VPFA.
· Ensures the appropriate allocation of staff and operational resources in support of the priorities and objectives of the Office of the Vice President.
· Fosters a culture of accountability, collaboration, continuous improvement, and high-quality service.
· Ensures compliance with applicable legislation, University policies, collective agreements, and regulatory requirements.
Governance, Policy and Committee Leadership
· Provides leadership for the development, review, implementation, and continuous improvement of administrative policies and procedures. 
· Identifies policy gaps and emerging requirements, initiates revisions to existing policies, and leads the development of new administrative policies and related frameworks. 
· Collaborates and consults with senior administrators and stakeholders to develop, revise, and implement policies, ensuring alignment with institutional priorities, governance requirements, and University processes. 
· Interprets and provides advice regarding the application of University policies, administrative policies, guidelines, and practices.
· Ensures policy changes are effectively communicated, implemented, and integrated across the University and monitors compliance with established policies and procedures. 
· Provides oversight for administrative committees, working groups, task forces, and other bodies. 
· Develops committee work plans, processes, terms of reference, and decision-making frameworks to support effective committee operations and institutional governance. 
· Advises on the implications of strategic initiatives, organizational changes, policy proposals, and administrative decisions.
· Recommends improvements to committee structures, mandates, membership composition, and decision-making processes.
EDUCATION REQUIRED:
· Four (4) years Honours Bachelor’s Degree in a business-related field. 
EXPERIENCE/QUALIFICATIONS REQUIRED:
· Seven (7) years of progressively responsible experience supporting senior leaders in a complex organizational environment.
· Demonstrated experience leading strategic projects and organizational initiatives involving multiple stakeholders.
· Experience providing executive-level briefing, research, analysis, and advisory services.
· Experience managing operational functions and supervising staff.
· Exceptional written communication skills, including preparation of executive correspondence, reports, briefing notes, presentations, and policy documents.
· Demonstrated understanding of governance processes, policy development, and organizational decision-making.
· Experience managing budgets, monitoring expenditures, and preparing financial reports.
· Strong political acuity, diplomacy, and relationship management skills.
· Demonstrated ability to exercise sound judgment, discretion, and confidentiality.
· Experience in a post-secondary institution or broader public sector environment is strongly preferred.
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