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Job Title: 

Manager, Office of the Provost & Vice President, Academic


Job Number: 

X-252






Band: 

6
NOC:

1222



Department: 

Office of the Provost & Vice President, Academic


Supervisor Title: 

Provost & Vice President, Academic

Last Reviewed:

September 19, 2013


Job Purpose

This position provides confidential and executive level administrative support to the Provost, the Special Advisor to the Provost and the Assistant to the Provost & Vice President Academic/ Business Operations & Faculty Relations.
Key Activities

1. Acts as Provost's key administrative support person providing information, advice, and assistance, ensuring the effective use of the Provost's time and efficient operation of the Office of the Provost.

2. Organizes and manages the day-to-day activities of the Provost’s office; coordinates and schedules meetings using an electronic calendar; organizes travel arrangements, maintains filing systems and performs complex duties to assist the Provost.

3. Works closely with the President’s Office in the coordination of meetings and the Provost’s time.

4. Assists the Provost in the timely management of all communications, composing standard letters, and statements independently which require interpretation and application of University policies, rules and regulations, and monitors follow-up with all distributions that require answers, responses and written replies.

5. Manages the Provost’s electronic correspondence. 

6. Provides administrative support to the Undergraduate Program Review Committee, Nominating Committee, VPAC and Undergraduate Program Review.

7. Provides information, advice, and analysis of with regard to correspondence, special events, daily schedules, and University communications.

8. Plans and manages special projects and initiatives on behalf of the Provost.

9. Prepares agenda and background materials for meetings; takes minutes for several Provost committees.

10. Handles complaints including referral to the appropriate portfolio for action and follow-up.

11. Represents the Provost in meetings, committees, and on other occasions as required.
12. Responsible for the Office budget. 
13. Accountable for monitoring and improving policies, operational systems, business processes, workflow, policies and service standards in the Office of the Provost.  


14. Acts as Secretary of Faculty Board and is responsible for meeting minutes and aspects of agenda management.

15. Responsible for coordinating the Ashley Fellowship. 

16. Assists with administrative searches and general reviews.

17. Responsible for receiving and distribution inter-office mail and maintaining the office filing system.

18. Performs/completes high priority/confidential duties as necessary.
Education Required

Honours University Degree (4 year) in a related field is required; Masters Degree in Business, English, Social Science, Humanities, or Communications is an asset. 
Experience Required

1. Three to five years progressively responsible experience in administrative positions in a post-secondary educational institution. An understanding of university governance, operations and culture is essential.

2. Proven understanding of the various constituencies within the University environment and their influence on decision making at the executive level.
3. Demonstrated ability to handle highly confidential information. 

4. Excellent verbal and written communication skills, including extensive writing experience and public speaking skills.

5. Strong research skills, including familiarity with statistical analysis. 

6. Financial management experience including complex budget development and management.

7. Excellent interpersonal skills and a collaborative style.

8. Strong critical problem-solving and analytical skills and the proven ability to plan, develop and execute creative approaches to challenges in a structurally complex environment.

9. Proficiency in using Microsoft Office software (including Word, Excel, Access and PowerPoint; email and internet).
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