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Job Title:  Coordinator, International Research and Partnerships 

Department:  Office of Research 

Reports To:  Manager, International Research and Partnerships 

Jobs Reporting: N/A 

Salary Grade: 8 

Effective Date: February 1, 2018 

 

Primary Purpose 

Reporting to the Manager, International Research and Partnerships, the Coordinator will be responsible 
for identifying and disseminating funding opportunities; managing internal and student based programs; 
providing review, feedback, and editorial support to faculty on their international research funding 
proposals; and assisting the Manager in drafting and reviewing grant agreements, amendments, and 
contracts. The Coordinator will provide administrative support to the Manager and guidance to the 
Research Administrator in all logistical aspects of grant administration and project coordination including 
the InfoEd database 
 

Key Accountabilities 

List the major responsibilities of the job, divided into 3 to 5 broad categories. These should reflect 80 - 90% of “what” 
the job does not the “how”. Insert a category heading and in bullet form below, state specific responsibilities. 
 

Coordination and implementation of activities associated with the management of international research 

grants 

 Pro-actively identifies, disseminates, and tracks international research opportunities of interest to faculty 
members and of strategic importance to the University of Waterloo;  

 In collaboration with the Manager, assists researchers in all six faculties by providing expert advice to 
develop and complete research funding proposals that are of high-quality and internationally competitive. 
This includes budget development to ensure: compliance with university policies and application guidelines 
set by the sponsor; adherence to submission requirements (e.g. format, electronic submissions where 
appropriate, matching fund requirements and deadlines); reviewing for clarity, impact and typographical or 
grammatical errors; compliance with eligibility and reporting requirements; and identifying contractual terms 
that might bind the university and researchers, mitigating risk as appropriate. 

 Takes a leading role in managing internal and student-based research programs; 

 Assists the Manager, International Research and Partnerships in the drafting and negotiation of international 
grant agreements and contracts; 

 On behalf of the university and faculty members, prepares and submits to external sponsors specific 
requests for amendments to grant agreements and contracts, such as date extensions and budgetary 
reallocations, so that research projects are properly monitored; 

 Provides effective, helpful responses to inquiries from sponsors, faculty, and staff  regarding the terms and 
conditions of grant agreements and contracts, especially as they relate to matters such as overhead, 
reporting deadlines, payment dates, publications, and university intellectual property policies. 
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Communication and relationship building 

 Collaborates with the Manager, International Research and Partnerships and the Director, Global 
Research Alliances with respect to the effective implementation of any procedures related to 
international research proposals, grants, funding, and partnerships; 

 Engages in regular interaction with researchers in all faculties, government agencies, non-government 
organizations, and other international sponsors; 

 Attends meetings on and off the university campus with agency representatives, government officials 
and/or researchers, and prepare written and make oral presentations as required; 

 Provides feedback to funding agencies on any issues that arise in the application and post-award 
process; and 

 Helps organize information sessions, sponsor visits, and research delegations. 

Understands and applies current, relevant market research and institutional knowledge  
 Keeps fully informed and knowledgeable about all aspects of programs, research, and other 

issues related to Waterloo’s international initiatives associated with students, faculty, and 
research projects, including how any changes impact the initiatives for which s/he is 
responsible; 

 Maintains a comprehensive understanding of university policies and procedures as they relate 
to international activities, research grants and contracts, financial management, procurement 
services, and human resources; 

 Researches and recommends enhanced administrative management strategies and policies, and 
keeps current with respect to best practices; 

 Maintains awareness of cultural norms and sensitive issues in international areas relevant to 
Waterloo’s international research interests; and 

 Assumes project management responsibilities for all internal and external initiatives, including 
resources, time, and budget, ensuring proper control of expenditures for the strategies for 
which s/he is responsible. 

 

Required Qualifications  

If hiring today, what would be the required education, experience, knowledge, skills and abilities? 

 

Education 

 Bachelor’s degree or equivalent experience.  
Experience 

 3-4+ years of experience in a project management and/or administrative role, preferably in an academic or 
research environment (working with international programs an asset). 

Knowledge/Skills/Abilities 

 Must have a keen sense of responsibility and an ability and the confidence to communicate effectively with 
researchers from a variety of disciplines within all six faculties, partner institutions, government 
representatives and senior UW administrators.  

 Project management and administration skills are essential, as is the ability to work under pressure, within 
time constraints and conflicting deadlines and to function in a complex and changing environment is 
required. 

 Highly motivated and have strong administrative and organizational skills as well as a demonstrated ability to 
evaluate and edit grant proposals and manage the associated extensive administrative requirements.  
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 Must demonstrate effective working knowledge of formal agreement and contract requirements, the 
academic and research environment and university policies and procedures as they relate to research 
agreements, contracts, grants, financial management and human resources and the ability to negotiate 
terms of funding agreement with agencies.  

 The incumbent will also have proficiency with a variety of computer software applications including a 
working knowledge of software for word processing, spreadsheets, database management and web content 
management. 

 Strong analytical skills and the ability to integrate data from various sources into reports. 

 Excellent interpersonal skills and be able to interact productively and in confidence with a broad range of 
individuals both within the University and from external agencies. 

 Demonstrated ability to thrive in and contribute to an integrated and collaborative team environment and to 
apply a positive team approach to working with colleagues is essential. 

 Strong oral, written and presentation skills are crucial as the position involves extensive editing of proposals 
and communication of program requirements 

 Familiarity with Canadian and international granting agencies is an asset. 
 

Nature and Scope  

 Contacts: extensive and regular contact with a wide range of internal contacts across the university and with 

international clients and funding agencies 

 Level of Responsibility: primarily coordination responsibilities; provides supervisory oversight to Administrator 

and collaborates with Manager and Director for implementation of  International Research Partnership unit 

responsibilities 

 Decision-Making Authority: This role does not have signing authority on agreements. 

 Physical and Sensory Demands:  This role entails minimal physical effort which may result in moderate 
fatigue, strain or injury, as a substantial amount of time is spent sitting at a computer doing repetitive 
keyboard/mouse movement. Sensory demands are high as concentration and attentiveness to detail are 
imperative. The environment yields many distractions with phone, e-mail and constant interruptions. Peak 
times escalate both sensory and physical demands.  

 Working Environment: This role involves minimal risk resulting from contact with hazardous chemicals or 
environmental elements. Psychological risk factors are possible from stress and/or interactions with faculty for 
whom research is a personal and life-time commitment, and who may be demanding or emotional at times. 
This role involves irregular and, at times, high volumes of applications/agreements with multiple tight 
deadlines. Work outside of regular hours is required during high volume periods and year end. 


