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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00133

	Pay Grade:
	8

	Title:
	Calendar and Convocation Coordinator

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for managing the annual production of the University undergraduate calendar. Oversees and coordinates the preparation and production of convocation ceremonies.

	Purpose and Key Functions:
	· Scrutinize the content of the undergraduate calendar to ensure accuracy of information.

· Draft, proofread, and edit sections of the undergraduate calendar.

· Liaise with academic programs and departments to resolve calendar conflicts.

· Identify, troubleshoot, and resolve problems in the preparation and conduct of convocation ceremonies.

· Monitor and track changes in curriculum and the required approvals from a variety of committees and sub-committees.

· Provide relevant curriculum change information to the appropriate units.

· Negotiate contracts with vendors for convocation facilities and services.

· Negotiate printing and set up costs for undergraduate calendar production.

· Gather and compile information required to prepare content for convocation website, program, and other promotional materials.

· Provide advice to faculties regarding the impact of curriculum changes.

· Deliver presentations and provide training to users of the calendar system and to all staff working at convocation ceremonies.

· Oversee the production of the annual University undergraduate calendar.

· Plan and manage budgets related to the production and distribution of the undergraduate calendar and convocation ceremonies.

· Attend and participate in committee meetings.

· Organize the mass distribution of printed copies of the undergraduate calendar.

· Review convocation ceremonies and recommend activities to maximize stakeholder satisfaction which includes the benchmarking of ceremony outcomes against other universities.

· Implement periodic changes to the convocation ceremony and its preparation.

· Manage and monitor the University's external appearance as it relates to convocation including, but not limited to, diploma design, ceremony proceedings, program design and production, and website.

· Compile and edit program copy from multiple University stakeholders and scrutinize the content of each ceremonial program to ensure the accuracy of information.

· Work with venue staff to identify and resolve any physical site limitations to ensure an equitable experience for persons with disabilities.

· Coordinate the activities of other units in the Registrar's Office, with respect to convocation and staffing schedules.

· Design, manage, and procure an inventory of student academic regalia.

	Requirements:
	Bachelor’s degree in a relevant field of study.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


