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Job Purpose

Reporting to the Dean of Graduate Studies, the Manager, Office of the Dean of Graduate Studies is responsible for managing the daily operations of the Office of Graduate Studies, including managing all staff, scheduling, budgets and planning.

Key Activities

Human Resources Management;

1. Manages daily operations of the Office of Graduate Studies.

2. Responsible for managing all staff within the Office of Graduate Studies

3. Hires, trains and schedules all full-time, part-time and contract staff

4. Responsible for completing staff performance appraisals, managing performance issues, and takes disciplinary action, if required

5. Determines and assigns workflow for staff in the Office of Graduate Studies

Budget, Planning and Financial;

1. Responsible for managing the budget, planning and financial operations of the Office of Graduate Studies, including eleven graduate programs.

2. Reviews monthly budgets, approves expenditures of graduate programs and graduate studies office staff

3. Prepares Queen’s/Trent Graduate Program invoicing and CONACyT invoicing.

4. Develops policies and procedures for the Office of the Dean of Graduate Studies.

5. Participates in ongoing policy and procedure development with Directors of graduate programs, the Dean of Graduate Studies, including active participation in annual retreats and goal-setting exercises.

6. Responsible for allocating (and tracking) Graduate Student Funding; tracking budgets for Graduate Teaching Assistantships, Research Fellowships, Dean’s PhD, International Fee Waivers and other internal funding.

Records and Data Management;

1. Organizes and keeps records on faculty appointments.  Provides information to graduate programs about faculty appointments and creates and maintains a database of graduate faculty and adjunct faculty (including curriculum vitae).

2. Organizes and keeps records for the School of Graduate Studies sub-committee on regulations/curriculum, provides advice to graduate programs on regulations and curriculum, including IQAP rules pertaining to the development of new programs, and prepares material on regulations and curriculum for School of Graduate Studies Senate reports. 

3. Oversees activities of, and serves as consultant on, the Committee on Graduate Studies (Senate Committee), including scheduling of meetings, recording proceedings, preparing agenda items, etc.

4. Responsible for the admissions of students to graduate programs including producing letters of offer, admission packages. 

5. In cooperation with the Dean of Graduate students, responsible for the enrolment management of graduate students ensuring MTCU quotas are met , tracking acceptances and enrolment of graduate students 

6. (Working with the OUAC and IT Department, assists in the development and maintenance of on-line systems for graduate admissions and application.)

7. Prepares appraisal briefs for submission to the Ontario Council of Graduate Studies.

8. Oversees the adjudication of the Governor-General’s Gold Medal.

9. Prepares and maintains calendar copy for Graduate Studies in collaboration with the Directors of graduate programs.

10. Assists the Office of the Registrar with registrarial functions for graduate students (e.g. registration procedures and year-end progress reports).

11. (Working with the Registrar’s Office and IT Department, assists in the development and maintenance of on-line systems for graduate admissions and application.) 

12. Assists in the preparation of statistical reports and all MTCU reporting,  (e.g. Time-to-Completion, Maclean's Reporting, OCGS/Quality Assurance Macro-Indicators, etc.)

13. Maintains Graduate Studies literature (graduate handbook, TA Guide, information sheets, etc.).

Student Involvement;

1. Responsible for advising graduate students and graduate faculty of current immigration policies including visa requirements, Student Permits, TOEFL, and UHIP requirements.

2. Organizes, co-ordinates and participates in Graduate Introductory Week activities and workshops.

3. Provides advice to the Coordinator of the Instructional Development Centre regarding programs for instructing graduate students in teaching techniques. Counsels graduate students on academic matters (liaises with Dean of Graduate Studies, Graduate Program Directors, Registrar's Office, Co-ordinator of Research and Graduate Studies, Counselling and Careers Centres, Student Financial Aid Office, Special Needs Office, etc., as appropriate).

4. Serves as liaison with Graduate Students' Association (GSA).

Liaison;

1. Represents the University at provincial meetings on graduate studies, as requested by the Director, Office of Research and the Dean of Graduate Studies.

2. Ensures completion of year-end progress reports and ensure compliance for auditors.

3. Coordinates Graduate Auditor’s Visit.

4. Serves as liaison with Graduate Students' Association (GSA).

Other;

1. Provides assistance to the Dean of Graduate Studies, as required.
Education Required

Honours University Degree (4 year) with some graduate experience and education.
Experience Required

1. Three to five years directly-related experience.
Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Records & Data Management Officer

· Graduate Finance Officer

· Contract Staff

· Student Staff

Communication

Internal:
· Dean of Graduate Studies

· Office of the Dean of Graduate Studies Staff

· Directors, faculty and students of Graduate Studies

· Director, Office of Research

· Office of the Registrar

· Committee on Graduate Studies (Senate Committee)

· Financial Services

· Information Technology

· Graduate Students’ Association

· Instructional Development Centre

· Counselling Centre

· Careers Centre

· Disability Services Office

External:

· Ministry of Natural Resources

· Prospective Students

· Ontario Council of Graduate Studies
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