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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD01075

	Pay Grade:
	10

	Title:
	Program Manager

	Unit/Project Description:

For Department use only.
	  The DeGroote’s Student Experience team supports all students at the DeGroote School of Business – MBA, BCom, specialized graduate programs and PhD students.  As an integrated team, we champion new ideas, collaborate across boundaries, and learn continually to deliver a consistent and inspiring student experience.  Our school’s culture is captured by three values: Generosity, Innovation and Collaboration.

As part of Student Experience, the Career and Professional Development team delivers innovative excellence in three key areas: Career Development, Strategic Employer Partnerships and Experiential Learning, supporting more than 2300 Commerce and over 500 MBA students each year and up to 100 Master of Finance students.  There are team members at both the Burlington and Hamilton locations of the business school.

The Program Lead, BCom - Career & Professional Development reports to the Manager, Career & Professional Development (CPD) and has oversight of the daily operations of the BCom - CPD team to ensure high levels of service delivery for all stakeholders. Working in collaboration of the Manager, CPD, the incumbent helps establish and monitors annual goals and objectives for the team.  

The incumbent leads the BCom - Career and Professional Development team in supporting student career development and in sourcing and securing internship, summer and full-time job opportunities for all BCom students within the DeGroote School of Business. He/she is also responsible for research, planning, development, documentation and evaluation of the BCom CPD career development and campus recruitment programs. 


	Job Summary:
	The Program Manager is responsible for managing a program within a unit or a department. Implements and manages program activities and facilitates ongoing program development and evaluation. Responsible for the overall quality of program services and responding to evaluation data to make ongoing program improvements. Participates in critical appraisal of research related to assessing the needs of the program. Responsible for managing the program budget and forecasting projected resource needs. Deals with stakeholders and participants on a provincial and national basis.

	Purpose and Key Functions:
	· Analyze current program operations and identify areas for process improvement and develop implementation plans.

· Oversees the marketing, research and training aspects of the program, including implementing a national marketing, recruitment and application process for the program.  Coordinates training workshops involving participants both internal and external to the University.

· Develop and implement knowledge transfer strategies and write a variety of communication and information dissemination documents such as newsletters, bulletins, and reports.
· Develop the content of documents used for administrative purposes such as application packages, acceptance letters, policies and procedures for the program.

· Proofread and edit dissemination materials and data.

· Design search strategies and conduct literature searches by performing keyword driven searches of electronic databases and manual searches of key journals. Critically appraise published research according to evidence based principles. Summarize research findings by authoring research abstracts and sections of manuscripts. Create poster presentations for national and international conferences.

· Participate in research and scholarly activities related to assessing the needs and conducting evaluations of the program through data collection, critical appraisal and statistical analysis, and the dissemination of results to stakeholders and funding agencies.

· Maintain and update the program’s website content and contact management database. Track and monitor program participation rates.

· Maintain a literature and bibliographic database for internal retrieval and external requests.
· Stay abreast of new research, methodology and critical appraisal techniques, and software releases for data analysis software. Attend training sessions and collaborate with database consultants.  Requests information and initiate inquiries with national organizations and stakeholders.
· Act as a liaison between stakeholders locally, provincially and nationally by coordinating the activities of an advisory board or steering committee.

· Coordinate and facilitate workshops and organize strategic planning sessions.

· Negotiate external services with suppliers and contractors by obtaining and collecting quotes from multiple suppliers, and then negotiates for the best combination of price and timeline. 

· Manage budget to ensure cost for program is on track, adjust budget forecasts to accommodate unforeseen expenses. Develop project budgets by summarizing financial reports and monitor expenditures while meeting requirements that may be defined by funding agency or program sponsor.
· Ensures ethical conduct of program activities and the confidentiality of program participants.

· Adapt to changes in funding availability or changing stipulation of granting agency or funder.

· Communicates with staff, project teams, participants and decision makers via email, phone and in person.

· Gain cooperation of program partners and engagement of program participants.
· Responds to complaints and resolves issues regarding the program.

· Uses teleconferencing and video conference equipment.

	Supervision:
	· Supervise and direct the activities of up to 4 continuing employees.

· Organizes and provides training and orientation to new program staff.

· May assign work to external consultants and temporary staff.

	Requirements:
	Master's degree in related field
Requires 4 years of relevant experience, including one year of supervisory experience.

	Assets:

For Department use only.
	· Experience with supervising and leading a team required. 

· Excellent understanding of labour laws and best practices in experiential learning policy and procedures.

· Experience in an experiential educational environment (co-op or internship programs preferred)

· Extensive knowledge of various corporate/business industry sectors and labour markets is required.

· Excellent written and verbal skills are essential. 

· Able to work effectively with a wide variety of people at different levels of the University and within the corporate community. 

· Proven ability to manage high stress and high pressure situations with a high degree of maturity and professionalism is critical. 

· Computer literacy with advanced skills in Microsoft Word, Excel and PowerPoint as well as development and implementation of CRM and CMS tools.

· Previous experience in managing projects, designing and facilitating sales and marketing presentations and coaching/facilitation are all vital to the success of this position.  

· Strong understanding of business school competitive landscape as it relates to career development and on-campus recruitment; labour laws and employment standards act; and adult learning and career development theories

· Must be goal and results driven to achieve secure rate targets.

· Demonstrated tact and diplomacy in dealing with sensitive information and conflict situations.



	Additional Information:
	· Extensive travel (may include occasional overnight trips) throughout the year. As such, access to reliable transportation is required.

· Regular activities outside of normal business hours are expected (evenings and weekends).  




