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Job Purpose

Reporting directly to the Provost and Vice President Academic, the Director, Co-op, Careers, and Experiential Learning will oversee the areas of:

· Careers

· Co-op and Experiential Learning 

· Community  Relations – Experiential Learning and Careers 

· Community-based research – internal coordination and external partnership development and management

The Director is responsible for building and managing these areas as one cohesive unit to provide quality services and support to the university community (and our external partners).

Key Activities

Strategic and Institutional Leadership;

1. Provides strategic direction and institutional leadership for development and delivery in the areas of career education and planning, experiential learning, co-op, and community-based research, including priority setting

2. Plans the integrated, responsive, and effective delivery of career education and experiential learning (including Co-op) across the University

3. Positions career education and experiential learning prominently and provides for the University to be responsive to the needs of prospective students, current students, faculty, employers, communities and governments

4. Learns through research and experience the most effective ways for the University to deliver career education, academic advising and experiential learning (including Co-op)

5. Coordinates the centralized delivery of an integrated approach to career education, academic advising, and experiential learning at both the Peterborough and Durham campuses

6. Promotes the unit and its programs and services to prospective and current students, working closely with the Trent’s Marketing and Communications team

Relationship Building;

7. Builds and supports relationships that will support the seamless interface between the University and community

8. Works closely with the Provost and the senior academic team to maintain an interdisciplinary Career Education and Experiential Learning Unit, and integrates career education into the community

9. Ongoing integration of community-based research with careers and experiential learning

10. Works with faculty to strengthen programs and opportunities for students

11. Addresses the needs of students at both campuses

12. Builds new partnerships and supports existing relationships with employers and the broader community

13. Develops links with Alumni, working with Office of Alumni Affairs

14. Builds and maintains ongoing relationship with U-Links

15. Expands community links to not-for-profits, social enterprises, etc.

Programming and Service;

16. Develops unique and innovative programming in the areas of career development, work integrated learning opportunities, mentorship, professional development

17. Strengthens expansion and delivery of experiential learning programming, specifically supporting Trent’s first co-op programs

Financial;

18. Builds, maintains and grows financially efficient and accountable and operational systems that will meet the changing needs of students, employers, communities and governments

19. Develops and oversees budget to meet needs and demands of unit as it develops and expands

20. Provides a plan for the execution of co-op programs and related costs

Operations;

21. Directs day-to-day functions; administrative and financial functions

22. Manages all administrative staff; provides supervision and direction: hiring, training, performance appraisal

23. Manages programs, services and resources in support of experiential learning, careers, academic advising and employee relations

Education Required

Graduate Degree required
Experience Required

· A minimum of five years of management experience 
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