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Job Title: 		Additional Qualifications (AQ) Education Specialist
Job Number:			X-503 | VIP: 2078			
Band:			EXEMPT-7								
Department: 			School of Education and Professional Learning		
Supervisor Title: 	Director, Additional Qualifications (AQ) and Accreditation
Last Reviewed:			September 16, 2025

JOB PURPOSE:
The AQ Education Specialist plays a key role in supporting the development and delivery of Additional Qualification (AQ) programs. They are responsible for leading course design and development, coordinating and training instructors, addressing instructional concerns, and serving as a delegate for the Director when necessary. They play a key role in maintaining regulatory compliance, enhancing learner outcomes, and contributing to strategic planning and accreditation efforts. Acting as a central resource for AQ program operations, the Specialist collaborates with internal and external stakeholders to uphold the integrity and reputation of the institution’s professional learning offerings.
Key Activities:
Course Development and Management
· In consultation with the Director, AQ and Accreditation design, develop, and revise AQ course content in accordance with Ontario College of Teachers (OCT) guidelines and regulations.
· Collaborate with subject matter experts, instructional designers, and faculty to ensure pedagogical and professional relevance.
· Monitor and evaluate course delivery to ensure alignment with adult learning principles and regulatory requirements.
· Stay current on trends, policy changes, and best practices in AQ and teacher professional learning.
Instructor Coordination and Development
· Onboard, train and guide AQ instructors in content delivery, course expectations, and assessment practices.
· Develop and facilitate regular instructor training sessions and workshops to support teaching excellence.
· Provide ongoing mentorship and professional development to AQ instructors.
· Address instructor-related performance or conduct issues in alignment with institutional policies, in collaboration with the Director.
· Collaborate on the recruitment and hiring process for AQ instructors, including reviewing applications, conducting interviews, and making hiring recommendations.
Leadership, Budget and Administration
· Collect, analyze, and report on fiscal data. Prepare and provide detailed budgetary and expenditure reports to inform the Director’s financial planning and oversight.
· Assist in managing program timelines, quality assurance processes, and stakeholder reporting.
· Support policy development, strategic planning, and accreditation documentation as required.
Education Required:
· Master of Education in Education Technology required.
· Bachelor of Education required.
Certifications Required:
· Ontario Certified Teacher (OCT).
· Teaching qualifications in Primary, Junior and Intermediate.
Experience/Qualifications Required:
· Seven (7) years of related experience required including an appropriate combination of:
· experience designing and developing online courses for adult learners
· recent teaching experience in an elementary classroom
· administrative experience including budget planning, financial reporting, project management and program administration.
· Extensive experience in online learning environments, with the ability to design and deliver educational content aligned with the Ontario curriculum using a learning management system.
· Strong knowledge of adult learning principles, instructional coaching and curriculum-aligned course design.
· Comprehensive understanding of OCT Additional Qualification (AQ) guidelines and Ontario curriculum expectations.
· Strong leadership and team development skills, including training, evaluating and mentoring others.
· Self-motivated with a proven ability to collaborate effectively in a remote work environment.
· Strong analytical thinking and problem-solving abilities.
· Exceptional communication, interpersonal and organizational skills.
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