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Job Title: 		Associate University Secretary, Governance, Policy & Privacy 
Job Number:			X-323 | VIP: 1030	
Band:			EXEMPT-7			
Department: 			University Secretariat				
Supervisor Title: 	University Secretary
Last Reviewed:			April 16, 2026

JOB PURPOSE:
The Associate University Secretary provides day-to-day management of the Secretariat office operations and provides governance and administrative support to the Board of Governors, Senate, and their committees. They facilitate effective university governance at the university by supporting the University Secretary, coordinating reports to governing bodies and policy review processes, and managing select projects or events. They also supervise the Governance Officer and offer functional advice to Board Chairs and Committees, senior administrators, and secretariat staff.  
The Associate University Secretary serves as the University’s Access/Privacy Officer, advising university stakeholders on privacy compliance, managing freedom of information requests, and collaborating with senior administration on institutional privacy policies. They provide guidance on legislative compliance, best practices, privacy risk assessment, breach management, and policy interpretation while coordinating institutional compliance with current and emerging privacy legislation through the development of policies, procedures, and programs by committees and task forces. 
The Associate University Secretary also manages the work of two key Senate committees including, the University Honours Subcommittee and Special Appeals Committee, the final-level academic appeal process.    
Key Activities:
Governance:
· Provides governance support services for the Board of Governors, Senate, and Board and Senate committees. 
· Coordinates and provides full administrative support for assigned Committees or task forces, including development of annual work plans, meeting agendas, itineraries, reports, draft policies, or policy revisions, briefing notes, etc.
· Liaises with senior administration and staff to ensure committees receive the necessary documentation needed for decision-making, action items are followed-up on and approval processes are followed.
· Provides logistical and organizational support for Board membership and appointment, Recruitment, and elections processes.
· Conducts research, and provide analysis and guidance on governance issues to support effective decision-making.
· Reviews Board policies/resolutions, recommends changes to the University Secretary for consideration by Board Committees.
· Assists Committee chairs before, during and following meetings in matters of governance process and precedent, approval processes, and content of reports to the Board.
· Maintains accurate and up-to-date records of the university's governance processes, including minutes, reports, and other relevant documents.
· Provides support, resources, and orientation to ensure smooth transition of committee leadership.
· Reviews and edits reports prepared by others, ensuring that the Board Secretariat’s standards of accuracy, completeness, and overall quality are satisfied. 
· Takes minutes and ensures official records are kept of all meetings including confidential and in camera sessions.
· Provides confidential secretarial support for special projects as required (e.g. Presidential reviews/searches, task forces supported by the Secretariat). 
Special Appeals:
· Administers the University’s highest level academic appeal process, including formal tribunal administration for cases involving undergraduate, graduate and professional students that are subject to court oversight and may involve legal representation.
· Provides advice to students, faculty, academic advisors, and administrators on Special Appeals process and practice as well as lower-level processes.
· Receives and processes appeals considering various jurisdictional matters, exercising discretion delegated by the committee with respect to deadlines.
· Communicates with the parties through the various stages of the appeal process, including with legal counsel retained by appellants or other named representatives.
· Consults with the Special Appeals Chair on various matters and provides briefings to the Chair / Vice-Chair in advance of hearings.
· Develops and delivers annual comprehensive and participatory training program for panel members on matters of jurisdiction, bias/conflict of interest, natural justice and procedural fairness, burden of proof, evidence and decision-making principles.
· Develops various scenario scripts for the Chair/Vice-Chairs to use in hearings and serves in an on-the-spot advisory capacity during hearings.
· Provides advice to panel members during deliberations on precedent, procedure and legal principles; facilitates deliberation discussions to ensure clear reasoning.
· Takes minutes and maintains the official record of the proceeding.
· Drafts decisions for the Chair further to panel deliberations, consulting with other specialist resources as appropriate.
· Prepares case notes; maintains files, database of precedents and website.
Access/Privacy:
Under the general supervision (as required) of the University Secretary or designate:
· Responds on behalf of the University to all internal and external queries regarding freedom of information and protection of personal privacy. 
· Coordinates the formal request process for access to information under the Freedom of Information and Protection of Privacy Act (FIPPA). 
· Advises senior administration on the correct application of access and privacy legislation (FIPPA, PHIPA, and PIPEDA) and prepares decision letters in response to access requests.
· Develops privacy protection policies and best practices, advises departments and administration on privacy dimensions of new initiatives, develops privacy schedules for contracts, and prepares information collection notices to support legislative compliance.
· Prepares the University’s Annual Report to the Ontario Information & Privacy Commissioner (IPC) and liaises with IPC on behalf of the University in matters relating to formal access appeals, privacy complaints and privacy breaches.
· Responds to privacy complaints and privacy breaches (real or potential) in consultation with the University Secretary or designate and advises senior administration on the management of privacy breaches, including review of advice from legal counsel.
· Represents the University on COU Access/Privacy Task Force and provincial FIPPA Coordinators group.
· Reports to the Board of Governors annually on FIPPA compliance.
· Compiles and updates annually the University’s FIPPA Directory of Records.
· Develops privacy training content and educational materials on best practices for employees and delivers in-person privacy training on an as-needed basis.
· Plans, coordinates, and chairs meetings of access/privacy related working groups (CASL Task Force, GDPR Working Group, etc.) and advances its work through the appropriate levels of senior administration on an as-needed basis.
· Keeps abreast of new developments and emerging issues/standards in this field, and monitors decisions (by IPC, courts, arbitrators, etc.) that could have an impact on the University; coordinates implementation of changes in policies and/or procedures at the University as appropriate.
Policy:
· Provides guidance on the appropriate approval process for Board-approved, academic, and administrative policies, procedures, and guidelines. 
· Coordinates review of proposed policies by the University Policy Review Committee and coordinate meetings, as required.
· Coordinates the community consultation process, including, but not limited to, communication with the unions.
Education Required:
· Bachelor’s Degree (Honours) required. Master’s degree considered an asset.
· Formal training in access and privacy is preferred.
Experience/Qualifications Required:
· Five (5) years of related experience in governance or executive administration, including at least one (1) year working with privacy legislation and freedom of information requests.
· [bookmark: _Hlk214279152]Demonstrated knowledge of, and ability to apply, administrative tribunal processes.
· Experience working in a post-secondary environment and/or with volunteer Boards an asset.
· Knowledge of access and privacy legislation and related policies and practices, including the Freedom of Information and Protection of Privacy Act (FIPPA), Personal Health Information Protection Act (PHIPA), Canada’s Anti-Spam Legislation (CASL), and General Data Protection Regulation (GDPR).
· Strong research and analytical skills, with the ability to synthesize complex information and interpret legislation, by-laws, and policies.
· Excellent interpersonal skills, with professionalism, diplomacy, and discretion in handling sensitive matters.
· Strong verbal and written communication skills with the ability to draft high-level documents such as minutes, briefing notes, motions, and policies.
· Advanced organizational and project management skills, including meeting coordination and the ability to manage multiple priorities.
· Demonstrated ability to take initiative, work independently and participate collaboratively in a team environment.
· Strong computer skills with high degree of proficiency with all Microsoft Office applications, Adobe Acrobat and videoconferencing tools (Zoom).
· Able to work irregular hours, as required, including early morning and evening meetings/events.
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