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Job Title: 		Assistant Director, Entrepreneurship and Strategic Initiatives
Job Number:			X-339 | VIP: 1176			
Band:			EXEMPT-7							
Department: 			Office of Research and Innovation				
Supervisor Title: 	Senior Director, Research and Innovation
Last Reviewed:			September 18, 2025

JOB PURPOSE:
The Assistant Director, Entrepreneurship and Strategic Initiatives is responsible for the provision of entrepreneurial opportunities, programs, events, resources, and services for students, as well as other strategic initiatives, such as communications, governance and external relations, and special projects for the Vice President, Research and Innovation and the Office of Research and Innovation. The Assistant Director supports the Senior Director, Research and Innovation in overall department management and oversees many aspects of the research and innovation portfolio activity and administration through staff management.   
Key Activities:
Entrepreneurship
· Directs, manages, and oversees entrepreneurship activities, functions, and spaces for the university. 
· Develops and delivers entrepreneurship tools, resources, and programming including, but not limited to, workshops, info sessions, speakers, physical and electronic knowledge resources, funding opportunities, pitch competitions, hackathons, and other activities. 
· Fosters a culture of entrepreneurship within the university community. 
· Provides services and support to small businesses that arise out of the Trent community. 
· Promotes awareness of Create and other entrepreneurship activities and partners. 
· Manages the budget for entrepreneurship spaces and activities. 
· Establishes services standards, tracks metrics, and reports on data related to entrepreneurship programming and activities. 
· Actively seeks funding to build and maintain capacity for entrepreneurship at Trent. 
· Establishes and oversees an Entrepreneur-in-Residence program for Trent University. 
· Manages partnerships related to entrepreneurship that enhance the entrepreneurial ecosystem locally and regionally.
· Coaches, mentors, advises, and ensures accountability for entrepreneurs and companies associated with Create and Trent University. 
· Coordinates and administers the Advisory Board for Create. 
Communications 
· Provides strategic oversight for all communications from the VPRI and the Office of Research Innovation through news stories, web site development and content updates, awards announcements, social media oversight, e-bulletins, and important opportunities for faculty researchers.
· Working closely with the Communications Office, contributes significantly to developing, updating and implementing an annual communications plan that will assist in successfully achieving the University's research philanthropic goals and objectives.
· Leads the provision of content for researcher news articles and is the primary liaison with the University’s Communications department for development of external research publications, the Trent Research Annual Report, news stories, media releases, and research award announcements.
· Prepares or approves appropriate materials for the Vice President and Senior Director’s presentations to internal and external target audiences, including but not limited to: government associations, prospective and current donors, Board of Governors, Senate, faculty, staff, Research Organizations and Trent community members.
· Creation of materials, including high-quality proposals, special and regular correspondence, speeches, quotes for media releases, articles, special event programs and invitations as needed. 
· Contributing member to the University’s Integrated Communications committee.
· Facilitates regular review and planned updates of the Office of Research and Innovation webpages, highlighting faculty researcher news, recognition stories, impact and opportunities; and coordinate creative approaches to integrate written and digital content, including the use of web, video and social media
Governance Priorities
· Liaise with senior administration (Vice Presidents, University Secretary) and their staff as required to ensure timely and coordinated reporting to governing bodies including Board of Governors and Senate reports for research initiatives. 
· Provides advice to the Vice President and Senior Director regarding the approvals process within the University’s bicameral governance system: the Board of Governors, Senate and their respective committees and sub-committees.
· Leads the planning process for the Strategic Research Plan on behalf of the VPRI and Senior Director, including coordinating working groups and ad hoc committees in carrying out the internal consultation process.  From time to time similar responsibilities will be required for the VP’s external Provincial Task Forces, Advisory Panels and others.
· Oversees full administrative and policy support for special committees led by the Office of Research and Innovation including those for policy review as well as for provincially or nationally legislated initiatives and priority projects.  Facilitation will include planning, managing work plans and agendas, crafting motions, preparing draft minutes, writing reports, etc.   
Special Projects Management 
· Oversees Special Projects to enable the continued growth of key internal and external partnerships that advance the university’s research mandate on a local, regional, provincial, national, and global basis. One such program (2020 – 2025) is a major partnership with the University of Guyana and two industry partners for graduate students to study under Trent University faculty supervision in Canada. 
· From time-to-time, at the direction of the Vice President, Research and Innovation, coordinates research collaboration with research offices or project leads from across the region, province or internationally.  
Education Required:
· Master’s Degree in Business, Management, Education, or a related field. 
Experience/Qualifications Required:
· Seven (7) years of related progressive experience including entrepreneurship/small-medium enterprise (SME) programming, stakeholder management and business management.
· An understanding of university governance, operations and culture is essential.
· Experience working in or with small businesses and student entrepreneurs. Direct entrepreneurial experience would be considered a strong asset.
· Thorough understanding of the entrepreneurial ecosystem.
· Proven understanding of the various constituencies within the University environment and their influence on decision making at the executive level.
· Ability to organize and prioritize tasks with strong use of initiative, sound judgement, independent thought and precise attention to detail with a high level of professionalism.
· Proven ability to provide coaching and training. 
· Excellent interpersonal, verbal and written communication skills; adept at problem solving and using excellent judgement in situations requiring initiative, diplomacy and tact.
· Excellent organizational, analytical and planning skills, including project management.
· Demonstrated experience in the development of communication and marketing materials and initiatives including web development and social media to promote events, information and outreach.
· Proven ability to adapt and function effectively in a constantly changing environment with solid problem-solving and analytical skills and a proven ability to multitask.
· Demonstrated ability to handle highly sensitive and confidential information. 
· Demonstrated ability to meet deadlines in a fast-paced service environment.
Supervision:
· Strategic Research Initiatives Coordinator
· Research Operations Coordinator
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