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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00674

	Pay Grade:
	6

	Title:
	Graduate Program Associate

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for providing administrative support for Health Sciences Graduate Studies. Plans and coordinates a variety of academic program and department events and activities. Liaises with Inter-Faculty Health Sciences programs to ensure that they are adhering to existing policies, procedures, and curriculum requirements. Serves as a primary resource regarding administrative issues for Health Sciences Graduate Studies.

	Purpose and Key Functions:
	· Liaise with Inter-Faculty Health Sciences programs to ensure that they are receiving the administrative support required from Health Sciences Graduate Studies.

· Identify and analyze problems with graduate Inter-Faculty programs and prepare recommendations for review and approval.

· Investigate questions and resolve problems concerning Inter-Faculty programs, curriculum, and admissions.

· Collect, analyze, assess, and summarize information relevant to the decision making process and develop recommendations for final approval and implementation.

· Facilitate the course and faculty evaluation process for all Health Sciences preceptors and students.

· Compile evaluation results and bring negative evaluations forward for review.

· Create, update, and maintain an electronic filing system to store evaluations which can be used for Tenure and Promotion or Faculty Development.

· Interpret and communicate applicable policies, procedures and guidelines to others.

· Collect and analyze enrolment data and prepare statistical and analytical reports for review by others which requires working with the Office of Research and Analysis and having extensive knowledge of information in the Graduate Calendar, the Ontario Council on Graduate Studies, and the Ministry of Training, Colleges and Universities.

· Plan and coordinate a variety of events and activities such as seminars, tutorials, and other learning and research initiatives.

· Update, maintain, and troubleshoot issues with the Health Sciences Graduate Programs database. 

· Deliver a variety of academic program and department presentations.

· Train others on the use of the Health Sciences Graduate Programs database.

· Write a variety of documents including, but not limited to, correspondence, reports, marketing materials, and meeting minutes.

· Monitor budgets and reconcile accounts, complete financial forms including travel expense reports, advances and electronic cheque requisitions, purchase orders and journal entries.

· Answer or redirect general inquiries in person, by telephone and via email and respond independently to inquiries that are specific in nature and require a thorough knowledge of established policies and procedures.

· Act as liaison between faculty, staff and students to ensure the timely communication of information.

· Update and maintain information and content on departmental websites and social networks.

· Update and maintain confidential files and records. Handle sensitive material in accordance with established policies.

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

· Attend and participate in a variety of meetings.

· Set up and maintain filing systems, both electronic and hard copy.

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

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


