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Job Title: 		Assistant Director, Administration
Job Number:			X-490 | VIP: 2050	
Band:			EXEMPT-7							
Department: 			Housing & Conference Services		
Supervisor Title: 	Director, Housing & Hospitality Services
Last Reviewed:			February 19, 2025

JOB PURPOSE:
Reporting to the Director, Housing & Hospitality Services, the Assistant Director, Administration provides unit‑level operational leadership and implementation design for administrative, admissions and occupancy, business systems, and marketing and communications functions within Housing & Conference Services.
Operating within departmental strategy, institutional policies, and approved resource parameters, the role is responsible for designing, implementing, and overseeing core administrative and systems‑enabled service models that support student housing operations and conference and event services marketing and communications. The Assistant Director exercises independent decision‑making authority related to operational workflows, system governance, forecasting, service standards, risk mitigation, and staff leadership within their portfolio. Matters involving significant institutional risk, legal exposure, cross‑departmental coordination, or shifts in strategic direction are escalated to the Director.
The role emphasizes process optimization, technology enablement, financial awareness, and service excellence to support consistent, data‑informed, and student‑centred operations.
Key Activities: 
· Provide unit‑level operational leadership for administrative services, admissions and occupancy management, business systems, and marketing and communications.
· Design, implement, and oversee admissions, recruitment, and occupancy workflows to support service quality, equity, and operational efficiency.
· Exercise operational decision‑making authority related to workflow design, service standards, system configuration, and resource deployment within approved parameters.
· Oversee department business systems governance, including data integrity, security, workflow design, reporting, and optimization (e.g., StarRez, service platforms, analytics tools).
· Lead the development and use of occupancy forecasts, business reports, performance metrics, and operational insights to support planning and decision‑making.
· Provide operational oversight of marketing and communications activities, ensuring alignment with departmental priorities, brand standards, and enrollment and revenue goals.
· Design and oversee integrated marketing and communication approaches to support recruitment, occupancy optimization, and conference services visibility.
· Oversee the development, review, and maintenance of residence agreements, service contracts, and administrative policies, working with legal counsel as required.
· Manage vendor relationships, service agreements, memoranda of understanding, and compliance requirements to mitigate operational and reputational risk.
· Provide human resources leadership for OPSEU and exempt staff within the portfolio, including hiring, performance management, development, and application of collective agreement provisions.
· Approve Coordinator human resources decisions related to student staff within delegated authority, including terminations, job changes, and pay structures.
· Collaborate with central units (e.g., Recruitment, Communications, IT, Student Accounts, HR, Equity & Human Rights) to align systems, processes, and service delivery.
· Partner with Student Accessibility Services and the Equity & Human Rights Office to support processes related to accommodations and unique housing needs.
· Monitor operational, financial, legal, and service risks within the portfolio and escalate concerns with material impact to the Director.
· Advise the Director on emerging trends, system performance, operational pressures, and opportunities for service and business model improvement.
· Other duties as assigned.
Education Required:
· A graduate degree in a related field is required. 
· A specialized certification in a related field (i.e. marketing) from an accredited body is preferred. 
Experience/Qualifications Required:
· Five (5) years of professional experience in student housing or recruitment, admissions, or registrars is required.
· Demonstrated ability to lead teams, manage staff performance, and apply HR practices.
· Experience improving administrative workflows and implementing technology-supported processes.
· Experience with admissions and occupancy and recruitment. 
· Knowledge of best practices and guiding frameworks in student housing including but not limited to: ACUHO-I Standards and ACUHO-I Core Competencies. 
· Strong analytical abilities and experience preparing reports, forecasts, and operational assessments. 
· Demonstrated ability to interpret a variety of university, portfolio, and departmental procedures, policies, and practices in decision making. 
· Ability to manage competing priorities in a fast-paced business environment.  
· Excellent judgement with an ability to identify problems, weigh options, and make independent decisions. 
· Demonstrated commitment to and understanding of equity, diversity, inclusion, Indigeneity, and accessibility. 
· Occasional evening and weekend work required.
· An Ontario G-class driver's license with access to a vehicle.
· A satisfactory Criminal Record Check, dated within the past six (6) months is required as a condition of employment.
Supervision:
· Direct Reports (4.5):
· Occupancy Operations Coordinator
· Occupancy Services Coordinator 
· Business Systems Analyst (1.5)
· Marketing & Communications Coordinator
· Indirect Reports (13):
· A minimum of 10 student employees
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