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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00103

	Pay Grade:
	6

	Title:
	Academic Resource Coordinator

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for managing information and processes related to the coordination of academic resources including the scheduling of teaching assignments, and the coordinating of appointment, re-appointment and promotion applications within the department.

	Purpose and Key Functions:
	· Schedule teaching assignments using customized databases.

· Schedule teaching assignments in a manner that optimizes the utilization of available teaching resources.

· Facilitate the recruitment of part-time instructors and clinical faculty.

· Coordinate appointment, re-appointment, and promotion applications for adjunct, part-time

· and clinical faculty within the department.

· Ensure that departmental employee information is accurately entered and maintained in the database.

· Create and modify spreadsheets used to analyze information related to academic

· resource planning.

· Input payroll information for part-time instructors.

· Write and revise correspondence templates for custom databases.

· Write a variety of documents such as correspondence, and process and procedure documents and manuals.

· Write and revise internal processes and procedures.

· Draft reference letters and letters of recommendation for review by senior staff.

· Create reports based on assessed and prioritized needs for information.

· Use and validate formulas to forecast enrolment projections and sectioning.

· Deliver presentations at orientation sessions.

· Liaise with the payroll department to identify and correct errors.

· Monitor budgets and reconcile accounts. Complete financial forms such as travel expense reports, electronic cheque requisitions, purchase orders and journal entries.

· Conduct database, literature, and web searches to find references and articles used  for a variety of documents, reports, and publications.

· Collect certificate numbers for all faculty on an annual basis, ensuring that all

· faculty scheduled to teach have valid certifications.

· Respond to enquiries and provide information to instructors regarding their pay.

· Coordinate annual career review meetings, workshops, teleconferences and information sessions.

· Schedule work hours for teaching assistants.  

· Resolve scheduling and course conflicts.

· Make recommendations to enhance program services and effectiveness.

· Update, maintain, and verify information in a variety of spreadsheets and databases.

· Act as a liaison between the department and human resources.

· Maintain filing systems, both electronic and hard copy.

	Requirements:
	2 year Community College diploma in Medical Office Administration or related field.

Requires 2 years of relevant experience.

	Assets:
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	Additional Information:
	     


