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Job Purpose

Reporting directly to the Head/Dean, Trent University Durham, the Manager, Academic Programs & Campus Operations is responsible for the administration of all academic programming at the campus, including the management of the Durham instructional and operating budget and the supervision of support staff.  This incumbent manages the instructional budget, administers academic salary and payroll and corrects any salary errors.  The incumbent manages the Trent University Faculty Association (TUFA) and Canadian Union of Public Employees (CUPE) recommendations and the summer and fall/winter programming and scheduling in Durham. The Manager, Academic Programs & Campus Operations requires a thorough knowledge of University policies, procedures and faculty collective agreements and manages both the Thornton Rd. campus and off-campus offerings at the University of Ontario Institute of Technology (UOIT) Campus.  This position is also responsible for managing the daily operations of the Trent University Durham campus, including timetabling, classroom allocations, budgets and operational planning and approval.  

Key Activities

Academic Administration







30%

1. Manages Academic Staffing at the Durham Campus. Approves job postings (CUPE 1 and 2) and prepares letters of offer for CUPE positions (approx. 80 postings annually) and LTA positions (approximately 12 postings annually).  Liaises extensively with departmental chairs regarding courses at both the Durham campus and the UOIT Conlin Campus (30 off-site courses with 1,000 seats).  Ensures overload letters are prepared.  Ensures Trent University Durham academic staff are set up correctly on payroll on time.  Monitors Durham instructional GL and makes corrections, as required.

2. Interprets TUFA, CUPE Unit 1 and Unit 2 collective agreements.  Ensures correct posting procedures and hiring steps are followed. 

3. Ensures all courses are posted and filled.

4. Monitors course enrolments (Fall/Winter Durham, Summer and UOIT) and directs Head/Dean, Trent University Durham on potential course cancellations. Monitors enrolment for Trent courses as well as UOIT enrolment in Trent courses.  

5. Acts as a consultant/expert to Durham “Academic Caucus” (meets 5-6 times a year).  Takes and types minutes/notes and provides expert advice to Head/Dean Trent University Durham through regular one-on one meetings.
6. Acts as a consultant/expert to UOIT Scheduling Committee, and represents Trent externally as required.

Management of Budgets







10%
1. Manages the Instructional budget for Trent University Durham including FT faculty (TUFA), PT faculty (CUPE) and staff (OPSEU), including detailed tracking and advising Head/Dean on budgetary matters.   Budgets are as follows:

· Full Time faculty budget ($2.8 Million)
· Part-time faculty budget ($1.1million)
· Summer Instructional Budget ($400K)
· Stipends ($150K)
· Durham Operating Budget ($880K)

2. Prepares financial reports for the Head/Dean, Trent University Durham. 

3. Approves expenditures of office staff.
4. Approves billing from external Security contractor and requests fund transfers to Durham Student Affairs, when applicable.
5. Approves MSW space and billing and advises Physical Resources Department of same.
Management of Office Staff







10%

1. Responsible for hiring, training, disciplining, supervision, scheduling, attendance tracking and performance appraisal of front office staff.  
2. Ensures customer service levels are maintained for both OPSEU and student staff in the front office. 

3. Responsible for setting Durham office policies, and ensuring tasks are completed within timelines/deadlines.
4. Ensure that all staff are aware of and adhere to the parameters established by AODA, PIPEDA, FIPPA, the Charter of Human Rights and all internal university policies. 

Management of Databases







20%

1. Schedules all Durham fall/winter and summer courses using Infosilem software and the Colleague database.

2. Manages all one-time and external Durham bookings in Enterprise database.

3. Maintains the Trent University Durham academic timetable.
4. Negotiates with academic departments and UOIT to alter available spaces in       Trent courses for UOIT students.

5. Ensures students in cancelled courses are informed by department in a timely fashion.

6. Manages budget database and CUPE posting listing for Durham faculty hiring. 

Management of UOIT Relationship






10%

1. Liaises with the Assistant Vice-President, Planning and Analysis and Registrar at UOIT to negotiate Trent University course offerings for UOIT students and UOIT course offerings for Trent students.

2. Responsible for the management of UOIT students enrolled in Trent courses related to pre-requisites, waitlists, network logins, Blackboard and bookstore operations.

3. Advises Trent instructors and departments on UOIT policies and procedures related to academic dishonesty, pre-requisites, calendar deadlines and grading.

4. Responsible for the collection, submission and maintenance of grades and grading records for UOIT students enrolled in Trent courses.

5. Oversees the development of the Trent University Durham exam schedule, verifies exam conflicts for UOIT and Trent Durham students and authorizes alternate exam dates.

6. Advises the Durham Student Accessibility Services Office with respect to alternate exam requests.


CAMPUS MANAGEMENT







10%

1. Manages all classroom allocations for the Trent University Durham campus.

2. Oversees controlled access system for the Oshawa campus, which includes establishing and authorizing access codes for building access, authorizing and signing out keys for staff and faculty and arranging with Security in Peterborough any changes in the auto locking system of the campus.

3. Determines and approves security hours for special events and/or extended/ reduced campus hours and to modified security schedules for reduced hours during holiday periods.

4. Works with Oshawa Security contractor and Director, Student Affairs, Durham to address and resolve issues that arise surrounding risk management and on-campus incidents.

5. Advises Physical Resources Department (PRD) and Oshawa Facilities team in making decisions for building projects, operation hours and maintenance and facilities issues.

6. Allocates office and lab space and lab space for faculty and staff.

7. Liaises with PRD and the University of Windsor to create and maintain the details of the Windsor lease agreement and room scheduling

8. Develops and oversees the Oshawa internal and external event booking policies and procedures.  Liaises with Conference Services and Government & Community Relations to ensure that university-wide policies are being followed.

OTHER PROJECTS






    
  
5%

1. Manages the Trent University Durham website (Drupal).
2. Co-ordinates Humanities 101 (10 week course with faculty giving talks to students who would otherwise not be able for financial reasons to take courses).
3. Works with Government & Community Relations to organize events such as TEDx, Black History and other community events.
4. Manages external bookings.
Other duties as assigned







  5%

Analytical Reasoning
· Budget reduction scenarios

· Course planning for Trent University Durham for the Fall/Winter/Summer terms that will allow students to complete their degree requirements in a timely manner especially in the Durham programs  Oshawa majors and scheduling course rotations to meet degree requirements. The impact would be that students would not be able to graduate if these required courses were not offered.

 

· Direct Head on cancelling courses. This decision has an impact on student retention and enrolment as well as relations with departments and instructors.

· Work closely with Department Chairs to ensure the appropriate courses are offered.

Decision Making

· Direct Head/Dean on course cancellation (Fall/Winter, Summer). These decisions have an impact on student retention and enrolment as well as relationships with departments and instructors. This impacts the university revenues and finances.

· Course selection for UOIT including space limitations and course rotation can have impact on electives offered for UOIT students. This impacts the university revenues.

· Campus Access control - this position must approve Access Cards to the campus outside regular hours of operation. 

These decisions can have very significant implications for the university budget. 

Impact
· Hiring of CUPE faculty and ensuring specific hiring rules are followed (eg ROFR) may result in a grievance which can be both time consuming and costly.

· Ensuring job postings are sent out in a timely fashion. If faculty are not hired in time for UOIT courses risk the relationship with UOIT.

· When departments are hiring CUPE personnel it is important to be aware of the maximum courses (1.5 courses) they are allowed to teach during the academic year as they can be hired in both Durham and Peterborough in several departments.

· With respect to payroll cases, the responsibility for the correct pay level is assumed by the Academic Program Coordinator not payroll. The system takes a month before the Payroll General Ledger is available for review, which means timelines are tight to submit corrections.

Education Required

Honours University Degree (4 year). 
Experience Required

1. Five years plus of related experience

2. Specific knowledge of academic policies and CA’s (TUFA, CUOE and OPSEU).

3. Specific knowledge of the Trent academic culture, as each academic department is different

4. Specific knowledge of payroll, Registrar’s Office and Human Resources. 

5. Specific knowledge of academic deadlines at both Trent Durham and UOIT

6. Knowledge of Microsoft Office Suite, Datatel, Infosilem, DCU, Enterprise and Drupal

Responsibility for the Work of Others

Direct Responsibility
FT Administrative Secretary Trent University Durham 

· Train, assign and monitor work, hire, discipline, complete performance appraisals

· Track and approve vacation time and maintain records of absenteeism

· Oversight of front office staff student workers

Communication

The Manager, Academic Programs and Campus Operations is expected to communicate at a high level and deal directly with Deans, Human Resources, Finance, Department/ Program chairs as well as the AVP Planning & Analysis and Registrar at UOIT.   

Communication in this position both verbal and written requires tact and diplomacy. 

Internal:

· Chairs (24), negotiate courses, interpret policies, hiring procedures

· TUFA Faculty (24) – advise on administrative matters 

· CUPE Faculty (80) – advise on hiring ensure forms submitted correctly

· Registrar’s office – Scheduling Officer, Systems & Tech, Manager, Systems & Technology – work on Durham timetable

· Deans. Manager, Office of the Deans of Arts and Science and Dean’s Office administrative staff 

· Students – negotiate additional spaces in limited enrolment courses, logistic planning for student-run events

External

UOIT:

· Registrar’s office – Asst. Registrar Records, Student Services Reps, Registrar, Advisors, Scheduling Officer, Scheduling & Records Assistant, Director Academic Planning and Operations

· UOIT students – advise on Trent policies, negotiate additional spaces in full Trent courses, communicate regarding exam conflicts

· Works with UOIT to negotiate Trent course offerings at UOIT campus, resolve policy/regulations issues

· Manage class enrolment of UOIT students in Trent courses and Trent students taking UOIT courses and scheduling/ loading of these courses on UOIT.

· Coordinates calendar dates, drop/add dates etc.

· Arranges for Blackboard  for Trent students taking UOIT courses

· Process UOIT student grades

· Oversees  exam scheduling and ensures no exam conflicts for UOIT students in Trent courses

External Other 

· Parents – answer questions respond appropriately to complaints/requests for information

· General Public – as needed

· Requests for external booking

· Media (Oshawa Express, Metroland), Durham Region

Motor/ Sensory Skills

Office work. 

Effort

Office work.  Occasional travel to Peterborough for meetings/training or to attend meetings with UOIT staff.
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