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Department of Human Resources

Exempt Job Description

Job Title:
Manager, Office of the Dean of the Trent/Fleming School of Nursing

Job Number: 
X-306







Band: 
5

NOC:
1222




Department: 
Trent/Fleming School of Nursing





Supervisor Title:  
Dean, Trent/Fleming School of Nursing



Last Reviewed:
February 27, 2019



Job Purpose

The Manager, Office of the Dean of the Trent/Fleming School of Nursing is responsible for ensuring smooth day-to-day operations of the main Nursing office and for managing front office staff. This position provides advice and guidance to department members on matters relating to human resources management, has primary responsibility for administrative work related to human resources management, and manages operations of part-time faculty hiring within the School of Nursing. This position provides confidential and executive level administrative support to the Dean; manages the Dean’s time, organizes a variety of regular and special meetings directly involving the Dean, and acts as first point of contact to faculty, staff, students and external parties wishing to meet with the Dean.
Key Activities
 1. Human Resources Management 

· Manage operations of part-time CUPE faculty hiring, including marking support, for School (approximately 150 positions annually):
· Analyze enrolment projections, faculty workloads, and placement needs to determine number and nature of vacancies each term
· Develop and maintain the design and content of complex hiring database (Access)
· Prepare all job postings in accordance with collective agreement; notify part-time instructors of opportunities

· Manage email account designated for hiring. Process all applications (700-800 annually) and create application summary reports for program coordinators

· Interpret CUPE Unit 1 collective agreement. Advise program coordinators on union procedures related to hiring, and ensure correct steps are followed and deadlines are met

· Prepare and distribute employment offer letters. Track signed contracts and work closely with Dean and program coordinators to ensure vacancies are identified and filled

· Track Right of First Refusal (RFR) status of CUPE faculty. Compile and submit teaching evaluation requests to program coordinators each term. Prepare and distribute all RFR status change letters. Prepare RFR summary report annually for HR and Union

· Manage teaching support (marker/graders) hiring process each term. Work with individual faculty to ensure vacancies filled in a timely fashion
· Prepare and distribute T2200 tax forms for part-time faculty annually
· Prepare and send out offers of employment for faculty, staff, student, research and casual employees of TFSON. Responsible for collection of payroll information for all new hires; ensure all required documents are submitted to the Payroll office on time for Payroll processing

· Responsible for notifying Human Resources/Payroll/Provost’s office of staffing changes including new hires, resignations, leaves, and salary adjustments

· Prepare hiring requests for staffing changes for OPSEU and Exempt staff. Authorize job posting details
· Assist with writing job descriptions and assist with creating/marking interview testing for OPSEU positions; participate on hiring committees; check references on behalf of Dean, as required
· Organize OPSEU and Exempt interviews for department. Coordinate with hiring committee to determine available interviewing times; book interview space; contact applicants to schedule interviews/testing, and communicate by telephone/email instructions and directions; create and send out rejection letters to unsuccessful candidates

· Coordinate employee onboarding process for School. Create employee records in Colleague, initiate IT account requests, approve access to shared drives/e-mail accounts/Colleague/IRIS, ensure mandatory training modules complete, track Health and Safety training completion for all staff and faculty. Maintain up-to-date Instructor Handbook and distribute to new faculty each term
· Ensure registration with College of Nurses Ontario current for new faculty/staff, where registration is a condition of employment. Perform ongoing annual registration checks.

· Prepare, distribute, and maintain appropriate records of TUFA correspondence relating to: offer of employment; reappointment; tenure and promotion; merit; sabbatical; salary increase; overload teaching

· Create and maintain paper and electronic personnel record files for all TFSON staff and faculty. Retain files in accordance with University policy

· Monitor and track attendance of all OPSEU/Exempt staff reporting directly to Dean. Prepare annual attendance record forms for staff, collect and reconcile them monthly, identify and flag areas of concern to Dean

· Receive vacation requests from faculty/staff and manage department vacation calendar

2. Budget

· Receive and resolve payroll inquiries and issues 

· Receive and process payroll exceptions for all TFSON staff and faculty 
· Review and reconcile monthly salary statements for part-time faculty. Resolve discrepancies
· Receive and process bi-weekly timesheets for temporary staff, student staff and marker/graders
3. Administration and Support 

· Provide confidential and executive level administrative support to the Dean

· Coordinate workflow, communications, processes and procedures for all work done in direct support of the Dean.

· Manage the Dean's time. Provide information, advice, and assistance in order to ensure the effective and efficient use of the Dean’s time. Prioritize and schedule appointments for the Dean's calendar. Coordinate complex schedules

· Organize and book travel arrangements for the Dean

· Keep track of assignments made to others for actions to be taken on the Dean's behalf and ensure that deadlines for responses are met

· Review all incoming correspondence; ensure correspondence is properly directed and, where applicable, coded for filing

· Prepare and distribute correspondence on behalf of Dean as directed

· Manage the Dean's Office general communications with the divisional department offices and major administrative offices including other TU campuses, Provost’s, President’s and Divisional Dean's Offices, other campus units, and the public
· Maintain up-to-date contact information for all relevant stakeholders

· Alert the Dean to upcoming annual University deadlines and assists in the collection and preparation of materials for same. Develop and maintain a follow-up file of items to be brought forward

· Provide administrative support to the following TFSON committees: Leadership, Finance, and Policy 
· Manage School of Nursing’s shared drive, IT accounts, calendars for booking of shared Nursing spaces, and e-mail distribution lists

· Assign faculty to courses in Colleague each term

· Plan and manage special projects as requested by the Dean

4. Office Management 
· Responsible for hiring, training, supervising, disciplining, and performance appraisal of Trent/Fleming School of Nursing front office staff

· Responsible for overseeing day-to-day operations of front office. Ensure tasks are completed within timelines/deadlines and are in compliance with departmental and university policies

Analytical Reasoning
· Responsible for interpreting 4 Collective Agreements (TUFA, CUPE 1 and 2, OPSEU) to answer faculty, staff and program coordinator questions and provides advice concerning hiring and personnel rights/obligations and Management rights/obligations 

· Analyze enrolment numbers, placement needs, and faculty workloads to determine number and nature of part-time faculty positions needed each term
· Analyze daily operations of front office in relation to departmental needs and determine/initiate procedural changes to increase efficiencies
Decision Making

· Evaluate, develop, change and/or amend departmental hiring procedures with consideration to interpretation of collective agreement, HR policies/procedures, and departmental needs
· Dean’s time: receive meeting requests and inquiries and determine best course of action for efficient workflow. Prioritize appointments and determine if redirection appropriate/possible

· Make decisions regarding day-to-day operations of front office, and resolve administrative problems and inefficiencies
· Manage the front office staff including vacation requests, complaints, and interpersonal issues as they arise

Impact

· Mismanagement of Dean’s time could result in missed appointments, meetings, and other important commitments, and could interrupt efficient workflow. It is essential that the Dean is on track to meet university deadlines and to effectively participate in departmental, university-wide, and external work/projects/initiatives
· Failure to correctly determine clinical instructor vacancies each term and execute appropriate hiring processes to fill positions (150 per year) could result in inappropriate hiring decisions or cause staffing gaps. With 1700 student placements per year in the School of Nursing and the vast majority of students in placement each term, this has the potential to negatively affect students, faculty, staff, other departments, partner agencies, and the reputation of the program, department and university as a whole 
· Incorrect application and interpretation of collective agreements could result in time consuming grievances, with the potential of incurring additional financial costs, and negative effects on relations with faculty and staff groups, while causing extra work for other departments
· Incorrectly determining and communicating pay level, salary adjustments, and staffing changes to Payroll can result in over/underpayments or missed pays. This impacts the employee, department, and causes additional work for Human Resources/Payroll departments
Education Required

1. Honours University Degree (4 year) in a related field required, preferably in Business Administration with specialization in Human Resources

2. Diploma in Executive Office Administration preferred
Experience Required

1. At least three years progressively responsible experience in administrative positions in a post-secondary educational institution. An understanding of university operations and culture is essential
2. Human Resources experience in a unionized environment required, or relevant combination of education and experience
3. Demonstrated ability to handle highly confidential information
4. Demonstrated tact, diplomacy, and objectivity

5. Excellent verbal and written communication skills
6. Excellent interpersonal skills and ability to collaborate
7. Strong critical problem-solving and analytical skills
8. Ability to multi-task with proven organizational skills and attention to detail
9. Demonstrated proficiency working in a computerized environment including use of Microsoft Office software including Access, Word, Excel, and Outlook
Responsibility for the Work of Others
Direct Responsibility for the Work of Others: 
1. Office Administrative Assistant – OPSEU

2. Program Administrative Assistant – OPSEU

Indirect Responsibility for the Work of Others: 

· Provide guidance to Dean, Program Coordinators, faculty and staff on work processes and issues in field of human resources management, particularly in the area of recruitment and staffing; ensure processes, policies and collective agreements are being followed 
· Coordinate and manage Dean’s schedule to ensure efficient workflow. Alert Dean to important deadlines 

Communication

Internal:
· Students – scheduling appointments with Dean; organizing professional conduct meetings

· Full-time TFSON staff and faculty – HR matters; scheduling Dean’s time; sharing information
· Part-time TFSON faculty – first point of contact for inquiries; HR matters; sharing information
· Office, Dean of Arts & Science – posting of faculty positions; coordinating Deans’ schedules
· Office of the Provost – coordinating schedules; HR matters; sharing information
· Human Resources/Payroll – HR matters; recruitment of staff; sharing of information
· Information Technology – authorizing account requests; access permissions to Colleague/IRIS
· Trent/Fleming Nursing Students Association and Trent Central Student Association

External:

· Council of Universities

· College of Nurses Ontario

· Canadian Association of Schools of Nurses
· Fleming College, George Brown College, Queen’s University, and UOIT

· Other Schools of Nursing

· Various partnering placement agencies such as Peterborough Regional Health Centre, Ross Memorial Hospital, Northumberland Hills Hospital, AON Inc., Campbellford Memorial Hospital, Peterborough County-City Health Unit

Motor/ Sensory Skills

· Fine motor, dexterity – minute-taking, keyboarding, word-processing, spreadsheets, database design. Speed and accuracy required.
· Auditory – answering telephone, receiving in-person inquiries, exceptional listening for minute-taking, ability to cope with excessive noise and interruptions while focusing on tasks (work in a shared, public office)
· Verbal – articulate and communicate information and messages clearly; particularly important when speaking on Dean’s behalf

· Visual – Constant work at computer screen including entering/reviewing hiring data, writing, proofreading. Ability to focus for extended periods of time and high degree of accuracy required
· Smell – working in public space exposed to odours including fragrances, food, etc.
Effort

Mental:
· Ability to multi-task and prioritize numerous tasks

· Attention to detail – very important when creating job postings, processing employment applications and entering information into database, and creating offers of employment
· Sustained concentration; ability to focus for extended periods of time while dealing with noise, interruptions, and issues as they arise
Physical:
· Overtime required during peak hiring times
Working Conditions
Physical:
· Wrist and eyestrain due to continuous and computer/keyboard use

· Sitting for long periods of time
· Office shared with one other administrative staff, adjoins to Dean’s office and main nursing office. Constant traffic from students, staff, and faculty. Limited privacy. Excessive noise, many interruptions.

· Limited access to natural light
Psychological:
· Stress – competing priorities, competing and changing deadlines, time pressures.

· Dealing with frustrated/angry/upset students/staff/faculty. 
· Demands - competing demands, strict hiring deadlines, management of Dean’s calendar.
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